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== |INTRODUCTION

Key Takeaways

Have a better

understanding about the
Microsoft Application

Understand when to use
what

Able to utilize these skills
to #worksmarter and

productively
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Introducing Microsoft 365

WELCOME TO MICROSOFT 365

Office
applications

®

Microsoft
Teams

SharePaint
Online

Enterprise & team
collaboration

Search - File storage
3USINESS
Videos & EI ’ Emailing &
s | € P @[ M PO W
application _ _ Analytics
Applications - ©W w m V
e
for small s ol . - Employees
Task & project
management
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- Connecti ysoft 365

Northwind Traders - Marketing » -

[

P20V Pansing

FIONT Mansing

Desktop Mobile Web
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- Download the Apps on to your Mobile Devices

WELCOME TO MICROSOFT 365

) outlook

g Microsoft Outlook ) o,
Secure Froall, Calendir & Fileg

Fkk Ak 96K (& Microsoft Co.  [No.7 | Praductiv.

on your mobile device.

O ® icrosoft 365 mebile a...

N @ Froductivity e

*k ki 17 (&) Microsott Carparation

Apps in This Bundle

0 & K
HMicesoh.. Mitwsor..  Miceact.  Microzert.

2. Search for needed application (e.g., Outlook) and select

— SUPERHUB 7 (AWORKSMARTER —



- Connecting to M365

WELCOME TO MICROSOFT 365

BT Microsoft
Sign in

Email, phone, or Skype

1. Go to

Mo account? Create one!

Can't access your account?

_ l -

2. Login to your M365 Account

@‘-b Sign-in options

— SUPERHUB 8 (AWORKSMARTER —



- Connecting to M365

WELCOME TO MICROSOFT 365

The following are 3 primary methods available for
Multi-Factor Authentication (MFA)

Microsoft Authenticator

SMS

Phone Call

— SUPERHUB 9 (AWORKSMARTER —



- Connecting to M365

WELCOME TO MICROSOFT 365

< microsoft authenticator

Microsoft Authenticator ©
6 BRE

4.7 % i S0M R
851K RIEFz4 TR

{#F Microsoft Authenticator SABRFEXREZ

1. Download

< Search

Microsoft
Authenticator

Protects your online identity

0

A4.9K RATINGS AGE CHART DEN
4.7 4+ No.2
Q \9! %% Kok ok Years Old Preductivity  Microsa
What's New Version History

Version 6.7.17 1d ago
| -
We're always working on new features, bug fixes,

and performance improvements, Make sure you
stay updated with the latest version for the = more

3 WAL O
Preview
More security, for Signin v
all your accounts your ph

Authenticator +

Dropoux
R

S D e

in your mobile devices.

— SUPERHUB
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- Connecting to M365

WELCOME TO MICROSOFT 365

Wi-Fi Call

Wi-Fi Call all T .

Wednesday, 20 September

Wednesday, 20 September

+1 (855) 330-8653

B Microsoft

SUPERHUB

testing2 @testingchnisleung2. onmicrosoft.com

Approve sign-in request clarice.chan@superhub.com.hk

@ Qpen your Authenticator app, and enter the
number shown to sign in.

74

Enter code

[ We texted your phone +XXX XXXXXX48. Please
enter the code to sign in.

872142

Remind Me

Mo numbers in your app? Make sure to upgrade to

) D Don't ask again for 7 days
the latest version,

Having trouble? Sign in another way

i . . . Microsoft
| can't use my Microsoft Authenticator app right now ; Q Use verification code 872142 for

) J Microsoft authentication. ) More information
More information D o o ——

\?;:J%G ~—
RS .

Microsoft Authenticator Phone Call

— SUPERHUB 11 (AWORKSMARTER —



- Change Password

WELCOME TO MICROSOFT 365

Microsoft 365

Home

— SUPERHUB

1. Access

P Welcome to Microsc

Change password

Strong password required. Enter 8-256 characters. Do not
include common words or names. Combine uppercase

letters, lowercase letters, numbers, and symbols.

User ID
demopc@superhub.com.hk

0ld password
| |

Create new password

Password strength

Confirm new password

4. You can change the

password here.

12

2. Select your

right and select

from the top

T

a
il

Superhub Limited

SUPERHUB

0 Overview

Ay Security info

O Devices

My Account @

Sign in with a different account

Sign out

DemoPC (SUPERH...
demopc@superhub.com.hk
View account

My Microsoft 365 profile

O-h Password

F= Organizations

2% Settings & Privacy

rop My sign-ins

— Office apps

B3 Subscriptions

&7 Give feedback

(AWORKSMARTER —
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- Introducing Outlook

OUTLOOK & EXCHANGE ONLINE

* Outlook is a mail server allowing you to send and

receive emails.

It also includes Calendar, To-do, planner to help

you better manage your daily work schedule.

« It is synced, meaning you can access to the same

data across different platforms

P search

|E Fle  Home Send/Receive Folder View Help

EH_ % i) m E ) Reply @ ﬁ £ customer Case/..
“To Manager

Team Email

Quick Steps

S v K v
New  New & Delete Archive (')RepIyAII E] Shareto
Email ltemsv (3 > Forward  Ljv = Teams
-QQ' New Delete Respaond Teams
. £ Send/Receive All Folders ) N Filter BB All Categories v
<
Monthly Tips By Date v
v clarice.chan@superhub.com.... v Older

v Inbox

Upgrade Call
Customer Success

» Advisory Services
Azure Manage+
DropSuite
Tutorial Services
Trainings
M365 Experience Day
Custorner Case/Ticketing

> Monthly Tips

Importance

Microsoft

s

14

Customer Success Te..,

[SUPERHUB Monthly Tips] .. 6/13/2023
ML TEEFEET B

Clarice Chan (SUPER.. =)
testing §/13/2023
ML TEEF48ET B

Clarice Chan (SUPER...

FW: test B6/5/2023
Regards, Clarice Chan

Customer Success Te.., !
[SUPERHUB Monthly Tips] T, 5/11/2023
ML TEEARET B

Heidi Ha (SUPERHUB) =
[SUPERHUE Manthly Tips] .. 5/10/2023

T Move v (;E'ﬁ Translz

v % Rules ~ Tags (ﬁ Translz

uSend to OneNote v % Chines

B Move ck
FW: test

Clarice Chan (SUPERHUE)
° To @ Clarice Chan (SUPERHUE)

Regards,

Clarice Chan

Customer Success Executive
& clarice.chan@superhub.com.hk

& +852 2293 7052 {3 +852 2353 1445 <0 +8F
@ 12IF, Wong Tze Building, 71 Hoi Yuen Road, Ki

cODB=O

— SUPERHUB
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- Introducing Outlook

OUTLOOK & EXCHANGE ONLINE

Calendar Features

g

Mail Features

— SUPERHUB 15 (AWORKSMARTER —
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- Email Views

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (MAIL MANAGEMENT)

« Through machine learning, Microsoft

£
Outlook helps you identified and split . Favorites Focused Other By Date v T
: : : : v Yesterd ]
your mails into 2-main categories— sentliems PR e
Drafts 23 :
, . , , ' = interworks.cloud | Pr...
Focused” and "Other Deleted ltems 2206 Infiterra Platform Release ... Tue 11:05 pm
< https://infiterra.com/Materi
. S
* "Focused”: Messages that Outlook ., ari
clarice.chan@superhub.c... Microsoft Partner Ce...
. .r . « |nbox 3 The customer approved yo...  Tue 5:44 pm
identified that are important to you. e the detanﬂgzﬂutthi g

« "Other”: Messages that are identified as
less important, e.g, bulk emalls,

advertisements, newsletter, etc.

— SUPERHUB 17 (AWORKSMARTER —




- Email Views

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (MAIL MANAGEMENT)

File Home  Send / Receive  Folder | View | Help

(% {@}' j" [ ] Show as Conversations

£

Change View = Show
=] Conversation Settings ~
View ~ Settings ‘Ll’lew Focused Inbox
Current View Messages Focused Inbox
All Unread By Date v T
~ Yesterday
interworks.cloud | Pr... Fa

Infiterra Platform Release ... Tue 11:05 pm [
< https:/finfiterra.com/Materi

Microsoft Partner Ce...

The customer approved yo...  Tue 244 pm
See the details about the

— SUPERHUB
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E E Daf

Message
Preview ~

F Fla

Disable this view so that your email will

now be divided into

(AWORKSMARTER —



- Archive Storage

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (MAIL MANAGEMENT)

By default, online archive is disabled. If you wish to enable > Groups

this feature, simply contact your IT admins.

v Online Archive - christ...
 Once enabled mails that are at least 2-years old will fall into Deetect lierms I
Archive
Online Archive in default retention policy. Search Folders
* A quick fix solution: Dragging emails into “Online Archive = B &

to archive the mails when needed.

— SUPERHUB 19 (AWORKSMARTER —



- Archive Slorage

= = 2
> Favorites
 Users can simply navigate to the “Online Archive” folder & > Folders

> In-Place Archive -Richard R...

from the left navigation bar to view archive mails. (Standard
> Groups

version of Outlook 2013, 2016 and 2019 won't be able to see)
v CustomerSuccess@superhub.com.hk
¥ Inbox
« User can check online archive message using webmail. Drafie
Sent ltems
» Deleted ltems
Archive

« Sub folders under mailbox called “Archive” is NOT online

» Conversation History

archive data.

Junk Email
Outbox

Search Folders

— SUPER 20 WORKSMARTER



- Archive Storage

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (MAIL MANAGEMENT)

Depending on the subscribed license, you will have different storage and archive limits

Mailbox Storage Limits Archive Limits

Exchange Online Plan 1 50GB Mailbox Storage 50GB Archive Limits

Exchange Online Plan 2 100GB Mailbox Storage 1.5TB Archive Limits

— SUPERHUB 21 CAWORKSMARTER —



- Archive Storage

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (MAIL MANAGEMENT)

i Account >etungs
% Change settings for this account or set up maore
ﬂ ,D Search Account connections,
Settings v " Access this account on the web.

htt| outlook.office363.com/owa/superhub.com.h
| = File Home  Send /Receive Folder View Help " Get the Outlook app for i0S o Andraid.
o | J
M5 ® 8 YIS XEE B Hammec e
New New IF;C ; Delete Archive REFHF REFHY Forward o share to ; i Managf-:r ’Z| S:t;::t:;clar’ee:iliﬁefo(noo::y{:irgi::::you are out of office, on vacation, or
Email [Items ~ % - All Ehu e Teams Team Email .ﬁ.ui:maﬁc not available to respond to email messages. '
;qp' Mew Delete Respond Teams Quick Step Replies
£ Send/Receive All Fold Und Filter B All Categori Private = | Mailbox Settings
= nd/Receive = IQ o ? e L A EI o IE Manage the size of your mailbox by emptying Deleted ltems and archiving.
Tools I
< . " " 07.0GEfree of 99 GB
N Carminmmd MithAr [ T £
| Rules and Alerts
{E')‘Fb, Use Rules and Alerts to help organize your incoming email messages, and receive
Manage Rules updates when items are added, changed, or removed.
B Alerts
— | Slow and Disabled COM Add-ins
@ Manage COM add-ins that are affecting your Outlook experience.
Manage COM
. . o Add-ins
As an end-user you can easily check your mailbox storage by selecting
e ' Manage Add-ins
o o ".é Manage and acquire Web Add-ins for Qutlook.
Then you will be able to see your personal mailbox storage status under Monage Add-

— SUPERHUB 22 (AWORKSMARTER —



— Delete/ Recover Deleted Emails

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (MAIL MANAGEMENT)

s clarice.chan@superhub.com.hk
» Inbox 1
Drafts [4]

Sent ltems

Deleted Items 148

Archive

Conversation History

Junk Ermail [1]
Outbox

RS5 Feeds

Search Folders

e (Armnine

Focused Other By Date v T
. A
MOD Administrator
Automatic reply: Testing automati... 2:52 PM
Testing 123 <end=>
Herman Wag(SIIPFRHI R
Deleted Items By Date v T
| @ Recover items recently removed from this folder |
. a
MOD Administrator (]
Automatic reply: Testing automati... 2:52 PM
Testing 123 <end=>
Unarmman WaAan~ ICHIDCDULT F!

Automatic reply: Testing automatic reply

MOD Administrator <ag e
@ To © Clarice Chan (SUPERH Hlttlng

Automatic reply: Testing automatic reply

in a selected email will remove

MOD Administrator <admin@M365x20847282.onmicrosoft.com:>
To @ Clarice Chan (SUPERHUB)

Testing 123

~ clarice.chan@superhub.com....

v Inbox
Demaos

Upgrade Call

Customer Success

your email from the folder to

Deleted ltems

[0

Recover items recently removed from this folder ‘

MOD Administrator

Automatic reply: Testing automati...

Testing 123 <end>

> Advisory Services

Azure Manage+

To recover an email from the

simply drag

and drop the email back in its designated folder.

Microsoft Azure

Your customer's Microsoft Azure s...

Review your customer's Microsoft

— SUPERHUB
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— Delete/ Recover Deleted Emails

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (MAIL MAM A< FrAarRIm —

File Home  Send /Receive Folder View Help

. A " . . . [;1 ||| [&5) E € Reply = o
Emails in “Recoverable Items” can be restored within 30 days. El = Rm%m =R D@ peme | ORepyall (5 Sh@
Ernail ltems~  ltemsfrom Server (3 > Forward [y ~ Teams

Deleting an email from the WiII move it to a eSen:::eceiveAII Folde.:tmr:; Undo ?Filt:EIe:=AIICategori5 P;:p:r:,:te - -

hidden folder-

o -
] **|mportace [ Move
7 To Manager i Rules
7 Team Email ¥ 3] 5end to OneNs
Quick Steps [P Move

~clarice.chan@superhub.com.... Deleted ftems Broste~ 1 Your customer’s Microsof
v Inbox 1 ® Recover items recently removed from this folder ierocoft Asure <azure
Dermos @(_) To @ Clarice Chan (SUPERHI
. . . Upgrade Call Automatic reply: Testing automati.. 252PM Ifth_ereareproblemswith how this me
1. NaVIQate tO and SE|eCt thIS Ilnk found on the ” Testing 123 <end> ®Clickheretodownload pictures. To he
= I
top. Azure Manage+ :lc?::: ‘ Recover Deleted Items = (] *
Prepims 3 Subject Deleted On  From Received Sent To
Tutorial Services Mic Password was successf... 10/30/2023 ... Slido 10/30/2023 ... Clarice Char
Trainings e = Queenie mentioned Al... 10/30/2023 ... Queenle Tsang (SUPER... 10/27/2023 ... Clarice Chan
M365 Experience Day i
2. Select the email you want to restore and check the
box and select
» General
Drafts [4] k|
Sent ltems Microl
Deleted ltems 148 MNew re:
Archive 3
Conversation History Meeti
Junk Email 1 Accepte
= © Restore Selected Items
Restored items will be moved back into , then you P Sdeced s
. o . Select All : Cancel
can move it to the designated folder if necessary.

— SUPERHUB 24
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— Set Rules

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (MAIL MANAGEMENT)

Set rules to have your mail arranged

B Sent tems - CustomerSuccess@superhub.com.hk - Outlook

© Account Information

‘-

customersuccess@superhub.com.hk
Microsaft Exchange

Open & Export

\:—}- Add Account |

| Account Settings

Change settings for this account or set up mare
connections.
= Access this account on the web,

Save As Q
Save Attachments Account

Settings ~
Print

Replies

https://outlook.office363. /superhub.com.hk/
®  Get the Outlook app for iOS or Android.

Change

Automatic Replies (Out of Office)

Use automatic replies to notify others that you are out of office, on vacation, or
not svailable to respond to email messages.

| Mailbox Settings

Manage the size of your mailbox by emptying Deleted tems and archiving.

® 93,7 GB free of 99 GB

| Rules and Alerts

Use Rules and Alerts to help organize your incaming email messages, and receive
updates when items are added, changed, or removed.

£

Manage Add-

Office Account

Feedback

— SUPERHUB

Slow and Disabled COM Add-ins
Manage COM add-ins that are affecting your Outlook experience.

| Manage Add-ins

Manage and acquire Web Add-ins for Outlook.

in folders automatically for a better email management.

1. Select then select

Rules and Alerts

7 Email Rules Manage Alerts

Apply changes to tis folder: 1ABOX [GUstomersuccess@superhubieomN) |

1 qNew Rule.. [Change Rule ~ i Copy... }( Delete = & ¥ Run Rules Now.. Dptions
=TTRITECappmed in the order shown) Actions a
Select the "New Rule” button to make a rule.

v
Rule description (click an underlined value to edit):
["1 Fnahle riles an all messanes downlnaded from RSS Feerds

—

25
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— Set Rules

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (MAIL MANAGEMENT)

’ Rules Wizard X .. 3. Select

Start from a template or from a blank rule

1: Select a template ¥ 3
S!ep 2 Rules Wizard *

Which condition(s) do you want to check?
Step 1: Select condition(s)

E] Move messages sent 1o a publnc group to a folder
F Flag messages from someone for follow-up L1 with specific words in the subject E

] Move RsS items from a specific RSS Feed to a folder L[] through the specified acoount 1
oy U _1 sent only to me
tay Up to Date (] where my name is in the To box
5% Display mail from someone in the New item Alert Window [ marked as importance 1
4')) Play a sound when | get messages from someone [ marked as sensitivity n
Send an alert to my mabile device when | sages from someon C flagged for action
SMD a:'::km:y - b o e o . :Iwheremynameisinme(fchm
froma L 1 where my name is in the To or Cc box
EApplyruleonmcssageslreceM | where my name is not in the To box
>Applymleonmessageslsend [] sent to people or public group

(1 with specific words in the body

(] with specific words in the subject or body
1 with specific words in the message header
] with specific words in the recipient's address 0

e yity . " (] with specific words in the sender’s address
Step 2: Edit the rule description (click an underlined value) ] assigned to category P
Apply this rule after the message arrives - — - -
from peaple or public group Step 2: Edit the rule description (click an underlined value)
move it to the specified folder Apply this rule after the message arrives

0Cessi from peagle or public group . .

and stop processing more rules rove it the speciied okder 4. Select the hyperlink and fill out the
Example: Move mail from my manager to my High Importance folder and stop processing more rules

information accordingly, then select

Cancel < Back [E Finish

— SUPERHUB 26 (AWORKSMARTER —



— Set Rules

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (MAIL MANAGEMENT)

Rules Wizard
Are there any exceptions?
1: Select exception(s) (if

 OF |

necessary)

PR

] except through the specified account

] except if sent only to me

|| except where my name is in the To box

T exceptif it is marked as importance

| except if it is marked as sensitivity

| except if it is flagged for action

] except where my name is in the Cc box

| except if my name is in the To or Cc box

[_| except where my name is not in the To box

] except if sent to people or public group

| except if the body contains specific words

| except if the subject or body contains specific words
] except if the message header contains specific words
| except with specific words in the recipient's address
[_] except with specific words in the sender’s address
] except if assigned to category category

Step 2: Edit the rule description (click an underlined value)
Apply this rule after the message arrives
from DemoPC (SUPERHUB)

and on this computer only
move it to the Upgrade Call folder
and stop processing more rules

Rules Wizard

Finish rule setup.

I 6. Give the rule a name and select

Step 1: Specify a name for this rule
DemoPC (SUPERHUB)

Cancel < Back

Next >

Finish

Step 2: Setup rule options
[ Run this rule now on messages already in “Sent ltems"
8 1urn on this rule

[ Create this rule on all accounts

Step 3: Review rule description (dlick an underlined value to edit)
Apply this rule after the message arrives
from DemoPC (SUPERHUR)
and on this computer only
move it to the Upgrade Call folder
and stop processing more rules

Cancel < Back Next >

— SUPERHUB
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- Recall Message

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (MAIL MANAGEMENT)

By Date » T

Sent ltems

DemoPC (SUPERHUB...

@ Mention Testing

4:46 PM ' box.

@ @ Mention Testing - Message (HTML)

— SUPERHUB

Save As

Save Attachments

Close

&

Encrypt

<

@ Mention Testing

] Encrypt this item

Set up restrictions for this item, For example, you may be able to restrict recipients
from forwarding the email message to other people.

| Move item to a different folder

Maove or copy this item to a different folder.
®  Current Folder: Sent ltems

Message Delivery Report
Review delivery report for this email message, including the date and time the
message was delivered to the recipients,

Message Resend and Recall
Resend this email message or attempt to recall it from recipients.

Resend ar
Recall ~
— Properties
FI_ZI Set and view advanced options and properties for this itemn,
= Size: 43KB
Properties

KB 1. Navigate the sent message from the send

2. Double click to open the sent

message and select

28
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- Recall Message

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (MAIL MANAGEMENT)

Message Resend and Recall

I% Resend this email message or attermnpt to recall it from recipients,
Resend or . .
Recall 5. Choose if you would like to
replace the message.

J

Recall This Message...
u:;) Delete or replace a sent message.

EHI properties for this item.

. Recall This Message
Resend This Message...
Some recipients may have already read this message.

Send a message again with the option
to update content or change recipients.

Message recall can delete or replace copies of this message in recipient Inboxes, if
they have mot yet read this message.

4. Select . Are you sure you want to
o Delete unread copies of this message

Delete unread ies and lace with a new
copies rep Messae

@ Tell me if recall succeeds or fails for each recipient

29 (AWORKSMARTER —
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- Recall Message

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (MAIL MANAGEMENT)

Recall: @ Mention Testing

Customer Success (SUPERHUB) l® ‘ © Reply ‘ © Reply Al ‘ > Fonward l E]
Focused Other By Date w T P To O DemoPC (SUPERHUB); © Clarice Chan (SUPERHUE) Mon 10/9/2023 608 PM

Start your reply all with: [ Yes, please proceed. ] [ Thank you for the reminder. ] [ Thank you! ] @ Feedback

~ Today

Customer Success (SUPERHUB) would like to recall the message, "@ Mention Testing".Regards,

Customer Success (S...
Recall: @ Mention Testing 008 PM
Customer Success

Customer Success Team

o . o . CustomerSuccess@superhub.com.hk
The recipient will receive a message

+852 2353 1445 +852 2353 1105

saying you try to recall a message

12/F, Wong Tze Building, 71 Hoi Yuen Road, Kwun Tong[Superhub_Disclaimer]This email and any files transmitted with it are confidential and intended solely for the use of the individual or
entity to whom they are addressed. If you have received this email in error, please notify the sender by replying to this message. Please note that any views or opinions presented in this email
are solely those of the author and do not necessarily represent those of the organization. Finally, the recipient should check this email and any attachments for the presence of viruses. The

organization accepts no liability for any damage caused by any virus transmitted by this email.

For a message to recall successfully it must meet the following
requirements:
Both you and the recipient must have an Exchange server mail account and

use Outlook as email client

Recipient mailbox is open

Original message is unread, and it is in the inbox

Message not touched by any process (e.g., Spam filter, rules etc.)

— SUPERHUB 30 (AWORKSMARTER —



- Recall Message

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (MAIL MANAGEMENT)

Message Recall Status Report

Message to Recall Message Recall Request

Sender Customer Success (SUPERHUB) Submitted By Customer Success (SUPERHUB)
CustomerSuccess@superhub.com.hic ‘CustomerSuccess@superhub.com.hk
To  demopc@superhub.comhik, Sent  Monday, October 9, 2023 607:40 PM
clarice.chan@superhub.com.hk
Subject @ Mention Testing Total Recipients 2

Message Recall Report for message: "@ Mention Testing"
4 EBxport () Refresh 2 Search

Office365Reports@microsoft.com Recalled (0)  Pending (2)  Failed (0
~ To O Customer Success (SUPERHUE)
Recipients Details
Clarice Chan (SUPERHUB) <clarice chan@superhub.com.hk> Getting recall status from the systm - please wait
Your message recall request DemoPC (SUPERHUS) <demopc@superhub.comhks Getting recall status from the system - please wait

You tried to recall the message described below. Click this link to view the recall results in your browser:

View Message Recall Report

Recalled Message

Subject: @ Mention Testing

To: demopc@superhub.com.hk; clarice.chan@superhub.com.hk

« If prompted, login with your email address and password.

»  The recall status might show "Pending" for up to several minutes. The more recipients there are, the
longer it can take. We'll continue trying to recall for up to 24 hours.

«  Access to this report will expire after 7 days.

As a sender, you will get a email to track the recall status.

— SUPERHUB 31 (AWORKSMARTER —



- Report Message -

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (MAIL MANAGEMENT)

If you found junk mail have fallen into your mailbox, you can help by reporting the message. So that it can help build Microsoft
data bank of junk mails.

B E ©9 1) T | = @MentionTesting - Message (HTML) £ search 1. Select from the menu bar.
File Message Help
o oo - N 5 & T MarkUnread (B Translate to Simplified Chinese 2 ) ch — U
& m ~ [ = @j . T customer Caser.. —
E E @ N ~ B - Maneg - = v} =) 88 Categorize | (B Transate to Traditional Ch =~ A D&l) a= dl o g~
(%v Delete Archive Reply Reply Forward o Share to All To Manager Maove Assign 08 Eganze G+ Translate to Traditional Chinese Read Immersive  Translate = Zoom Reply with Viva View Report B
All &~ Teams Apps & Team Email ¥ v [B~  Policy~ M Fallow Up~ % Chinese Conversion [y ~ Aloud  Reader v Scheduling Poll | Insights Message v
Delete Respond Teams Apps Quick Steps Pl Maove Tags [P Chinese Conversion Editing Immersive Language Zoom Find Time Add-in Add-i Protection MNe
@ Mention Testing —[rnﬂuugﬁ—
i I & Reply All Fi
Customer Success (SUPERHUB) E} ] k v ‘ © Reply — Fo
= To ) DemoPC (SUPERHUB); @ Clarice Chan (SUPERHUE) = un !
Dear 0K ! Phishing
@Clarice Chan (SUPERHUB) I, NotJunk
Regards, . :I ﬂ G t
[ LA
2. Choose if the message il P
Customer Success Team

A Mouctnmar@neracefMennarhoh fom bl

€ Help

On the other hand, if a normal message have fall into
the Junk box. You can also mark it as

— SUPERHUB 32
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- Report Message

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (MAIL MANAGEMENT)

Advanced junk options can be set to ensure you do not receive email from certain senders or to ensure the email does not fall

into the junk mailbox.

A A BEHAESeWwWI@EEL &I

@

Copy

Quick Print
Beply

Rephy All
Forward

Mark as Unread
Categorize
Follow Up
Assign Policy
Find Related

Cuick Steps

Set Quick Actions...

Rules
Move
Send to Onelote

PMowve to COther

Always Move to Other

lgnore

Junk

o]

{1 =

— SUPERHUB

LT T ¥ (e

Delete

Archive...

Fri TR

1. Right click on the selected message.

2. Navigate to , and you can

choose from the below options.

% Elock Sender
Mever Block Sender
Mever Block Sender's Domain (@example.com)

Mever Block this Group or Mailing List

B Mot Junk

Ca Junk E-mail Options...

33

3. For advanced settings, select

Junk Email Options - clarice.chan@superhub.com.hk

x

Options  Safe Senders Safe Recipients Blocked Senders International

Email folder.

Choose the level of junk email protection you want:

Junk Email folder.
D Low: Move the most obvious junk email to the Junk Email folder.

() High: Most junk email is caught, but some regular mail may be caught as

well. Check your Junk Email folder often,

O Safe Lists Only: Only mail from people or domains on your Safe Senders

List or Safe Recipients List will be delivered to your Inbaoo.

[:] Permanently delete suspected junk email instead of moving it to the Junk

Email folder

Warn me about suspicious domain names in email addresses.
{recommended)

:} Outlook can move messages that appear to be junk email into a special Junk

o Mo Automatic Filtering. Mail from blocked senders is still moved to the

You can increase the level of protection or add in whitelist

or blacklist to better manage your incoming mails.

Apply

(AWORKSMARTER —
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- Templates

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (SENDING EMAILS)

For repetitive emails, you can make use of the templates to help you. My Templates
3% Untitled - Message (HTML) O Search AdViSDW Confirmation m # -
Dear ( I

File Message Insert Options FormatText Review Help

|f|'1:| . A @J @ F \!) @ @ D(]—)l) ﬁ]] D @ @ Thank you for your prompt confirmation of the

Paste [ Basic ~ Names Include Loop Tags  Dictate All Sensitivity ~ Editor | Immersive New View Viva Dynamic Insert advisory meeting on at (around 30 — 45
v & Text ¥ v e Components ¥ e Apps v Reader Scheduling Poll | Templates |Insights = Signatures HTML minutes), T
Clipboard & Collaborate Voice Apps Sensitivity Editor Immersive Find Time My Templates | Add-in Crossware  Designmodo

As discussed, the advisory service aims to provide you

E Save "9 Undo O Redo ’T Previous Item \L Next Item @J Attach File = insights and recommendations based on Microsoft
application usage statistics and security report
overview. The meeting will be in 2 parts- (1) Microsoft
Usage Overview, (2) Microsoft Secunty Report Insight.

tab Select / You may join the meeting with the below link.
I'll reply later

| Heading to a meeting. I'l get back to you soon.
Subject 2. From this window you can see different templates I'm running late

available. Select the needed template and it will be I'm running late.

added into the body. Lunch?

Do you want to meet for lunch this afternoon?

Dear ( »

Thank you for your prompt confirmation of the advisory meeting on at {around 30 — 45 minutes).

New Cust Onboarding

As discussed, the advisory service aims to provide you insights and recommendations based on Microsoft application usage statistics and security report overview. The meeting will be in 2 parts- (1) Microsoft Usage Overview, (2) Microsoft Security

Report Insight. You may join the meeting with the below link.
Dear XXX,

@ Template

— SUPERHUB 35 (AWORKSMARTER —



- Templates

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (SENDING EMAILS)

My Templates X!
Advisory Confirmation 1
Dear { L [
My Templates X
Thank you for your prompt confirmation of the Test :
advisory meeting on at_ (around 30-45 Give your tem plate d hame
minutes),
As discussed, the advisory service aims to provide you Test
insights and recommendations based on Microsoft
application usage statistics and security report
overview, The meeting will be in 2 parts- (1) Microsoft Insert the message bOdy here'

Usage (

¥Ral 1. You can also create your own template by
selecting
I'll reply later

Note: If you have an email signature
setup, do not insert a signature in the
template.

Heading to a meeting. I'll get back to you soon.
. Cancel
I'm running late
I'm running late. / \
Lunch?
Do you want to meet for lunch this afternoon? 2. Insert the details and select to create a new

e in template.
El:'_-} Template \
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- Attachments

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (SENDING EMAILS)

There is a in Outlook, by sharing a document
as a link it can simply bypass the file size limit.
b [ From ~ | customersuccess@superhub.com.hk
il Office 365 - Onsite Training - Exchange Online and Outlook v2.ppbx
cc Recipients can view
[ fee | = Open
Subject Open File Location
‘@ e Blestdose ~ | Attach as Copy
i = Open ] ..

= Q Change Permissions Anyone Can Edit
> Upload )I @ OneDrive - Superhub Limited - clarice.chan@superhub.com.hk
@ Quick Print @ OneDrive - Superhub Limited - CustomerSuccess@superhub.com.hk @ Quick P'[lnt Anyune Zan EIEW
[P savehs % saveas QOrganization Can Edit
> Remove Attachment

Cut % Remove Attachment Crganization Can View
EIE Copy - .

Recipients Can Edit
[ER select Al Cut
3 (m Copy Recipients Can View
3. Right click on the file and select EW Select Al

and select your OneDrive Storage.

4, again and select

to grant different permissions.
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- Polls

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (SENDING EMAILS)
& B 9 70 T | 5 untitled - Message (HTML)

File Message Insert Options Format Text  Review Help

2 search

MEEOY @ B O EDS O al © [y EIE A -
| =NE H @ & D b= mi © g [A o
Attach Outlook  Poll  Business Calendar Signature Loop Table Reuse Pictures Shapes lcons 3D Smartdrt Chart Screenshot Link Bookmark Text  Cuick WordArt ate = Hime [
File~  Item Card ~ - Components ~ - Files - - Madels ~ - - Box~ Parts~ - |:|:| Object
Include Collaborate Tables | Reuse Files INustrations Links Text
B’ From =~ managedservice@superhub.com.hk @ Multiple Choice
@\ .
Send To olp Getting this ready... ® Quz
& Word Cloud
Cc @ Multiple Choice Y Rating
Enter your question here T Ranking B
Bcc
Option 1 5]
Subject
Option 2 5
-+ Add option @ Multiple selections
Use Poll to do a quick survey in an email.
® Add question
92 Names not recorded | Results shared ofd Preview
o
— SUPERHUB 38 (WORKSMARTER —



- Polls
OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (SENDING EMAILS)

Poll Testing
/

ollp Polls

® Multiple Choice

When should we have team dinner?

As an end-user you can submit the poll directly in the email.

[] Monday 23rd )
[] Tuesday 24th B
[]  Wednesday 25th s
; Repl <RIAII‘ F dl

O [E— z Managed Service (SUPERHUB) l©| O Reply ‘ © Reply = Foward | |

Y ] To @ Clarice Chan (SUPERHUE); ' DemoPC (SUPERHLE) Wed 11/6/2025 2:12 prr
[]  Fri27th s

Poll Testing
-+ Add option 0 Multiple selectiond - ~
ol Pells R O

When should we have team dinner?

O Monday 23rd
® Tuesday 24th
® Wednesday 25th
[ Thursday 26th

[J Fri 27th

Poll: Your name isn't visible to anyone | Results are shared with respandents
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- Polls
OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (SENDING EMAILS)

Forms When should we have team dinner? - Saved

© This form is read-only and can't be edited. >

When should we have team dinner?

1. When should we have team dinner?
[ ] Monday 23rd

[] Tuesday24th

The person who set the “ " can view the result in
Microsoft Forms.

[] Wednesday 25th

[] Thursday 26th

[] Fri27tn
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- Email Encryption

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (SENDING EMALILS)

Use Encryptions to secure your emails.

By Untitled - Message (HTML) 2 search

File Message Insert | Options | Format Text  Review  Help

H n Colors ~ @ %‘% I-E-I [[] Request a Delivery Receipt D\L % ;2_)

Fonts ~ L . .
Themes ,_F 398 Bee Encrypt | pJse Voting O Request a Read Receipt save Sent De_lag,r D'f"d
- E‘ Effects ~ -olor~ w |Buttons ~ Itern To ~ Delivery Replies To
Themes Show Fields ' Encrypt Tracking ] Maore Options ]

H Save '4) Undo (5' Redo T Previous ltem \l/ Mext [term @J Attach File =

J % | From clarice.chan@superhub.com.hk and SGlECt
Send | T ‘ | to encrypt thiS email
e«
| Beco ‘
Subject
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- Email Encryption

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (SENDING EMAILS)

D Clarice Chan (SUPERHUE) B
Encryption Testing 5:54 PM
Testing

(%] This message is encrypted. What's encryption?

@ Clarice Chan (SUPERHUB)
To: DemoPC (SUPERHUE)
Testing

< Reply > Forward

If you're using Outlook.com or Microsoft 365 and are using
the Outlook.com website, the Outlook mobile app, or the

Mail app in Windows 10,

Encryption Testing These will indicate it is an Encrypted Email

« B O wm

B 0 & m D

Encryption Testing = Inbex

Clarice Chan (SUPERHUB)
tome =

Clarice Chan (SUPERHUB) (clarice.chan@superhub.com.hk) has sent you a

Learn about

protected message.

Read the message \

il !f recipients is not using M365, the

Privacy Statemen

Learn More on et
Microsaft Corpor

One attachment

email will look like this, and recipients

will need to request a passcode.

Sign in to view the message

E Sign in with Google

Here is your one-time passcode

11800801

it.

NOTE: This one-time passcode expires 15 minutes after it was requested.

Sign in with a One-time passcode

To view your message, enter the code in the web page where you requested MNeed Helpg

Privacy Statement

This message is automatically generated. Please don't reply to it.

— SUPERHUB 42
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- Reactions

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (EMAIL ETIQUETTE TIPS)

One of a modern way of communication is using “Reactions” to notify the sender you have read a message, and it saves you

time from replying an email as well.

Testing Email
DemoPC (SUPERHUB) ‘ @ || Reply | € ReplyAll | —> Forward | |E| |_‘
o To @ Clarice Chan (SUPERHUE) Mon 10/9/2023 3:09 PM

Reaction Testing Email

1. Select icon to choose different reactions.

@ (__} Reply «‘_} Reply All | —* Forward | | G | | s |

Mon 10/9/2023

200 PR

e 1

2. When a reaction is made, you will be able to see it down here.

/

Notifications %

8¢ Customize 1 Dismiss all

Testing Email Just now
& g

Clarice reacted to your

message
Reaction Testing Email

The sender will receive a notification

that you have reacted to the message.

(AWORKSMARTER —
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- Delay Delivery
OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (EMAIL ETIQUETTE TIPS)

[ Delay Delivery Testing - Message (HTML) P search = g X

File  Message |Insert | Options JFormat Text  Review  Hel

Eﬁ 5; ': (Caliori Body)  +|[12 | A A" @ @ FlE [¥ Follow Up - \!j @ @ [E') ﬁ]] & @ D
Copy Mew i

Paste B T U £+ A E] = = |§| 7= 5=  Address Check  Attach Link Signature Loop Assign I High Importance Dictate All Sensitivity ~ Editor  Immersive Insert Viva Dynamic View
v <¥ Format Painter - - - - — 1= = Book Mames  File~ - Components~  Palicy ~ \L Low Importance Apps - Reader Scheduling Poll HTML Insights |~ Signatures = Templates

Clipboard [ Basic Text ] MNames Include Collaborate Tags N Vaoice Apps Sensitivity Editor Immersive Find Time Designmodo . Add-in Crossware | My Templates N

Hjsave ©Undo [ )Redo | Previousliermn [ Nextiem ]| AttachFile =

@ Send this email during your work hours: Fri, Dec 29 at 12:00 AM Schedule send | Dismiss

B’ From 1 clarice.chan@superhub.com.hk

Send DemoPC (SUPERHURBY:

]
=]

Subject Delay Delivery Testing

To
Cc
Bec

(@) No Label ~

Delay Delivery Testing
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- Delay Delivery

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (EMAIL ETIQUETTE TIPS)

[35 Delay Delivery Testing - Message (HTML) - o x
File Message Insert  Options  Format Text  Review  Help
™ . — [u]
n Colors @ g% El O Request a Delivery Receipt \L
Fonts ~ ;
Themes Page Beo Encrypt = UseVoting [ Request a Read Receipt Save Sen
- D‘ Effects ~ Color~ - Buttons ~ Itermn To +
Themes Show Fields = Encrypt Tracking ] ~
[H]save Y Undo [ )YRedo " Previousltern | Nextltem [ AftachFile = 2 . Select
® Send this email during your work hours: Fri, Dec 29 at 12:00 AM Schedule send | Dismiss
B [ From clarice.chan@superhub.com.hk
Send To DemoPC (SUPERHUB):
Cc
Bcc
Subject Delay Delivery Testing @ Mo Label ~
Delay Delivery Testing1
— SUPERHUB (AWORKSMARTER —




- Delay Delivery

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (EMAIL ETIQUETTE TIPS)

ﬂ Delay Delivery Testing - Message (HTML)

File Message Insert Options Format Text  Review

2 : coer @ IEI G
3]
X3 —_— =2

Themes Page Bco Encrypt =~ UseVoting
~ [ Effects ~ Color~ v Buttons »
Themes Show Fields Encrypt

H Save 'Q Undo O Redo ’[\ Previous ltem \L Mext [tem

® Send this email during your work hours: Fri, Dec 29 at 1200 AM Schedule send | Dismiss

b [ From clarice.chan@superhub.com.hk

O Request a Delivery Receipt

[[] Request a Read Receipt

el

P search

™M | &

Item To ~ |Delivery| Replies To

Send To DemoPC (SUPERHUEY:
Cc
Bec

Subject Delay Delivery Testing

Delay Delivery Testing

— SUPERHUB

[ Request a read receipt fior this message

Delivery options

@ [} Have replies sent to
8 Do not deliver before | 12/28/2023 ~  500PM v
[ Expires after None « | [1z00AMm -
{8 5ave copy of sent message
Contacts... .

Select Names...

Categories v None

47

- m] X
Direct
Mare Options = ~
Properties x
ing Security
E Importance  Normal ~ & Change security settings for this message.
Sensitivity  Normal i Security Settings...
(] Do not AutoArchive this item
Voting and Tracking options
[ use voting buttans v @ NoLabel v
DRequest a delivery receipt for this message

3. Set the time you wish to deliver

the email, then select

(AWORKSMARTER —



- Delay Delivery

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (EMAIL ETIQUETTE TIPS)

[35 Delay Delivery Testing - Message (HTML) P Search = ] X

File Message Insert Options Format Text  Review  Help

nColorS" @ % EI [] Request a Delivery Receipt EJ;I ;2_)

Themes Fants Page Bcc Encrypt = LUse Vioting [ Request a Read Receipt Save Sent | Delay | Direct
e |§| Effects ~ Colar~ - Buttons ~ Itermn Ta ~ |Delivery| Replies To

Themes Show Fields ' Encrypt Tracking = More Options ]
[Hlsave “)uUndo [ )Rede | Previouslierm | Mextliern [ AttachFile =
® Send this ernail during your work hours: Fri, Dec 29 at 12:00 AM 5chedule send | Dismiss
b [ From clarice.chan@superhub.com.hk
Send To DemoPC (SUPERHUB]:
Cc

Bce

4. Select . @ NoLabel

Delay Delivery Testing{
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- Delay Delivery -

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (EMAIL ETIQUETTE TIPS)

ﬂ P search @ .[:l - d X
| = File Home Send/Receive Folder View Help Try the new Qutlook
o ] . & Trans implified Chines Search People | —
. B]_ % = m E @ @ FJ) @ %D E‘MSﬁSE‘Kp-erienc... . £ Move F'E @ 5=Categorize" GAl Translate to Simplified Chinese %f MNew Group [ earch People | A, ® =
=~ } —2 To Manager - B Rules~ - ¥ Translate to Traditional Chinese A% Browse Groups [ Address Book ) ) '
New  Mew X Delete Archive Reply Reply Forward - Share to ag Assign  Unread/ F Follow Up ~ - Read All Viva ie Report
Email ltems~ 3 All U Teams B2 Team Email ¥ [3] Send to OneNote Policy ~  Read P ¥ Chinese Conversion ? Filter Email ~ Alaud Apps Insights  Headers | Wessage -
p.g' Mew Delete Respond Teams Quick Steps ] Move Tags Chinese Conversion Groups Find Speech Apps Add-in Add-in Protection ~
v £ Send/Receive All Folders ) Undo N/ Filter  B5 All Categories [ Private =
Vpygraue wdil ¢
. s Qutbox By Date v T
st
USHOMEr SLeCess !|ﬁ'|D |LEI |To Subject Sent ¥ Size Categories Mention |\7
» Advisory Services
. W ~ Today
ure Manage+
_ = ‘=] DemoPC (SUPERHUB)  Delay Delivery Testing Thu 12/28/2023 12:16 PM 5 KB
DropSuite Delay Delivery Testing <end>
Tutorial Services
Trainings
S ill fall i h hen the tim hes it will b icall
It will fall into the , When the time reaches it will be sent out automatically.
Customer Case/Ticketing
» Manthly Tips
**lmportace

Outlook needs to be open and online for the message to be sent out successfully.
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- @ Mention

OUTLOOK & EXCHANGE ONLINE- MAIL FEATURES (EMAIL ETIQUETTE TIPS)

Smartly use @ mentions to notify receiver to follow up action items.

a @ Mention Testing - Message (HTVIL)

File Message Insert Options Format Text  Review  Help

Ifl"lzl A Cut

Calibri (Body) ~|[12 ~| A" A 2T A @ P\% ['_]J @
Pacte L2 COPY B I U 2« A- = = |2 = = Addes Check  Attach Link
~ <% Format Painter - = - - == Book Mames File ~ -
Clipboard [ Basic Text ] MNames Include

[H]save “)Undo [ JRedo | Previcuslierm | Mextliern [ Attach File

£l

B’ . [ From w customersuccess@superhub.com.hk
Send [ To ‘ ) DemoPC (SUPERHUB): @ Clarice Chan (SUPERHUE]:
[ = ]
[ Bcc ‘
Subject @ Mention Testing
Dear XXXXX

Simply enter

and insert their

@Clarice Chan (SUPERHUB) name or email address

— SUPERHUB 50

Focused Other By Date v T
e T

Customer Success (S.. @

@ Mention Testing 4:46 PM

Drear XX000K

The recipients will see a message

with if they were mentioned
the email.

in
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Select

icon to view your
calendar schedule.

Calendar available

for viewing

File Home  Send / Receive

Folder  Wiew Help

il el

New  Add Focus  Mew

Appointment Meeting  Time  ltems~

New

e Send/Receive All Folders '9 Undo

< October 2023 >
sU MO TU WE TH FR SA

24 25 26 27 28 29 30
12 3 4 5 & 7
8 9 m 1 12 13 14
13 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31 1 2 3 4

9 Fitter B8 All Categories

€

~[m] My Calendars
Calendar - dlarice.chan@superh...

[] Birthdays
»[] Team: Daniel Yim (SUPERH...
[] Other Calendars

~[] Shared Calendars

[[] SUPERHUE - Sharing

[] Herman Wang (SUPERHUB)
ustormer Success (SUPERHUE)

alendar - CustomerSuccess@su...

Group Calendars

P search

Meeting Managements

OUTLOOK & EXCHANGE ONLINE- CALENDAR FEATURES

/ Change the viewing arrangement here.

-

Meet Mew Teams | Today Mext
Now  Meeting 7 Days
Teams Meeting GoTo [

ay | Work Week MWonth Schedule
Week View

EE

el

Arrange

EI Private

| Todsy || <|[>| October 13, 2023

Add Share
Calendar~ Calendar ~

Manage Calendars

AR New Group |‘Sear(h People |
A% Browse Groups @ Address Book
Groups Find

Friday
13

12 AM
1AM
2AM
3AM
4 AM
5AM
&AM
7AM
3 AM
9 AM

10 AM

1AM

12 PM
1PM

Frevious Appointment = J

2PM

§

IPM

4PM

5PM

N\

View your schedule here.

52
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— Share Calendar

OUTLOOK & EXCHANGE ONLINE- CALENDAR FEATURES

o7 P search @ Il = g X
= File Home Send / Receive  Folder VWiew Help Try the new Outlock (@ off
m O B0 ms BEHEEEE + O fee b
. Add Book
] MNew  Add Focus  MNew Meet  Teams Today Mext Day | Waork Week Month Schedule Share ?f Browse Groups @ ress
Appomtment Meeting~  Time  ltems~ MNow  Meeting ~ 7 Days Week View Calendar ~ (Calendar ~
p.g' Mew Teams Meeting Go To = Arrange ] Manage Calendars Groups Find ~
e Send/Receive All Folders '9 Undo ? Filter EE All Categories EI Private =
- e L
9“” 1314 13 20030 31 1 2 3 4 oA
15 16 18 19 20 21 8 5 6 7 8 9 101N
22 23 24 25 26 21 28 0 A
= 2 30 31 1 2 3 4 12 AM B Aod calendar
1AM 6 Goto my booking page 1A
@] My Calendars 2AM
lend.
Calendar - clarice.ch h 3AM My calendars 12PM
[] Birthdays 4AM © Calengar lgu
5 AM United States holidays 1om
>[] Team: Daniel Yim (SUPERH... 6 AM Birthdays
7 AM o
O Other Calendars ~  Other calendars
8 AM
demo @superhub.co... 3PM
@] Shared Calendars gAM
[] SUPERHUB - Sharing 10 AM ~ People’s calendars Lo
[[] Herman Wang (SUPERHUB) 1T AM Superhub - Demolser1
[] Customer Success (SUPERHUE) 12PM L test 5PM
[ "  Groups
DemoPC (SUPERHUB)
Office 365 Adoption P...
[] Calendar - CustomerSuccess@su... 2PM &PM
3PM Show selected
»>[] All Group Calendars 4PM TEM
5PM

Allow you to view the schedules of your colleagues
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— Share Calendar

OUTLOOK & EXCHANGE ONLINE- CALENDAR FEATURES

This allows you to
better manage
your Teams’ 8
calendar.

Useful between
Boss and Secretary.

Boss’s Account

P search X
File Home Send /Receive Folder View Help Try the new Ou‘tlook
ﬁ . F—8 P 8 = &f New Group |W|
R0 e HEEEDEEE - o bt
New New AddFocus New  Meet Teams  Today Next Day | Work Wesk Month Schedule Add Share Browse Groups ress bool
Appointment Meeting  Time  lterns~ Now  Meeting ~ 7 Days Week View Calendar ~ Calendar~
Mew Teams Meeting GoTo [P Arrange ] Manage Calendars Groups Find b
£ Send/Receive All Folders ) 57 Fitter - 55 e =
< —_——
< January 2024 > Tdy <|[>] January1,2024 (=] Doy v

TU WE TH FR S5A
311 2 3 4 5 6
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31 1 2 3

Calendar - clarice.chan@superh...

T Birthdays

»[] Team: Daniel Yim {SUPERH...

[] Other Calendars

~[] Shared Calendars
[T SUPERHUB - Sharing
[[] Herman Wong (SUPERHUE)
[[] Customer Success (SUPERHUB)
[] Calendar - CustomerSuccess@su...

[[] Hong Kong S.A.R. holidays

»[] All Group Calendars

9 AM

10 AM

11 AM

12 PM

2PM

3PM

4PM

5PM

6 PM

TPM

3PM

9 PM

10PM

11PM

12 AM

1AM

2 AM

3 AM

HK
12 AM

1AM

2 AM

3 AM

4 AM

5 AM

6 AM

TAM

3 AM

G AM

10 AM

11 AM

12 PM

1PM

2PM

4PM
5 PM

6 PM

Monday
1

e

Previous Appointment
Mext Appointment

— SUPERHUB
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— Share C

alendar

OUTLOOK & EXCHANGE ONLINE- CALENDAR FEATURES

a £ search
= File Home  Send/ Receive Folder View Help
[;1 . Pt P 1 p=A ‘IfNewGroup
m O GV o m@ GEEEEB + O
New Mew  Add Focus  Mew Meet Teams Today  Mext Day | Work Week Manth Schedule Add Share Browse Groups
Appointment Meeting  Time  ltems ~ MNow  Meeting ~ 7 Days Week View Calendar ~ Calendar ~
9-0' Mew Teams Meeting Go To ] Arrange ] Manage Calendars Groups
eSend!ReceiveAll Folders ") vFiIter EE EI =
< —_—
< January 2024 s | Tday |[<|[>] January1, 2024

sU MO TU WE TH FR SA

11 2 3 4 5 6 Monday
7 8 9 10 11 12 13 1
14 15 1% 17 18 19 20
21 22 23 24 25 26 27 MK
22 20 30 31 1 2 3 DL | T2t
4 5 6 7 8 9 10 10AM | 1AM
11 AM 2AM
~[m] My Calendars 12PM | 3AM
ity
- +|_=| Open in New Window DELL
[] Birthdays 5 AM
E| New Calendar...
6 AM
»[] Team: Dan
7AM
s
[] Other Cale| — sAM
&) Color > oam | ¢
~[] Shared Cal BT 10 AM E
SUPERHU £
O '-=|=1'| Lopy Calendar TUELL a
[] Herman W 12eM | <
= 5
[] Customer 1pM | 2
! B
[] Calendar - ' aem | S
[[] Hong Kon| =
~  Move Down
»>[] All Group f
E@ Sharing Permissions... III|
Properties... }

|.Search People |

[8] Address Book

Find

Boss's Account

£ ay v

2

Mt Appointment

— SUPERHUB
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— Share Calendar

OUTLOOK & EXCHANGE ONLINE- CALENDAR FEATURES

Calendar Properties

General AutoArchive Permissions Synchronization

Currently sharing with:
Mame Permission Level

Add... Remove

Permissions

Changes you make to these parmissions will apply to all users in your
organization.

O MNone

O Can view when I'm busy

C}Cnn wiew titles and locations

() Can view all details

() Can edit

e —

— SUPERHUB

[ EER I C— LU T FITATTE TS WETagE Carerrar GTOOPE T T T
jé Add Users X
ul
| search: ©Q Allcolumns () Name only Address Book:
= demo | s x Search Results - Offline Global Address List il Advanced Find
B ‘ MName Title Business Phone Location Department Email Address Company Alias
e demo470@superhub.com.hk femo470 a
Demo demo@superhub.com.hk demo
£ Demo - Shared Mailbox demotest@superhub.com.hk demotest
0 democdxtenant democdxtenant@superhub.com.hk demoodxte...
£ DemoPC (SUPERHUB) demopc@superhub.com.hic demopc
£ DemoUser1 (SUPERHUE) demo @superhub.com.hk demol
E £ DemoUser2 (SUPERHUB) demo2 @superhub.com.hk demo2
| & £ SUPERHUB Demo dsuperhub@Superhubltd.onmicrosoftcom dsuperhub
1
| 2|
| 3|
| 4|
| 5|
| 6|
| 7]
| 8|
Kl
ol
1]
hz|
| 1]
| 2|
v
E L} »
E
| 5| oK Cancel
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— Share Calendar

OUTLOOK & EXCHANGE ONLINE- CALENDAR FEATURES

v Accept

Tue 10/10/2023 12:07 PM o :

O DemoPC (SUPERHUB) An email will be §ent to you .to notify you
when a calendar is shared with you.

You're invited to share this calendar

To @ Clarice Chan (SUPERHUE]
@ DemoPC (SUPERHUE) ([demopc@superhub.com.hik) has invited you to view their Calendar. Click the Accept button above.

I'd like to share my calendar with you

DemoPC (SUPERHUB) (demopc@superhub.com.hk) would like to share an Outlock calendar with you.

You'll be able to see all details of events on this calendar.

(AWORKSMARTER —
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Share Calendar

OUTLOOK & EXCHANGE ONLINE- CALENDAR FEATURES

File Home  Send / Receive

= ==
e O 20
New Mew  Add Focus

Appointment Meeting  Time
QQ Mew

£ search

Folder View Help

& e ﬁ@@ Ly E e

MNew Meet  Teams Today Mext Work  Week Maonth Schedule Add Share ;ﬁl Browse Groups
Items ~ MNow  Meeting ~ 7 Days Week View Calendar ~ Calendar ~

Teams Meeting Go To ] Arrange ] Manage Calendars Groups
S Send/Receive All Folders '9 ? Filter EE EI =
< —_————
< January 2024 > | ®dwy |[<|[>] January1, 2024
SU MO TU WE TH FR SA
Eg 311 2 3 4 5 6 Monday
7T 8 9 10 11 12 13 1
14 15 16 17 18 19 20
21 2 23 24 25 26 27 A HK
28 29 30 3 1 2 3 9AM | 12AM
4 5 & 7 8 9 10 10AM 1AM
11 AWM 2 AM
~[m] My Calendars ~3 AN
Calendar - cla e
[] Birthdays A
B 5 AM
»[] Team: Daniel New Calendar Group
AN
[] Other Calendd -+ Add Calendar > @ From Address Book...
Arrange By Name G From Room List...
VD Shared Calend Show All Calendars @ From |nternet...
[] SUPERHUB - §
Open Shared Calendar...
p

[] Herman Wong
[[] Customer Suc|

[] Calendar-Cug ~ Move Down

[] Hong Kong S.A.R. holidays

12 AM

58

[Search People

[B] Address Book

Find

- [ %

Secretary’s Account

(5] pay v

£

Mext Appointment

— SUPERHUB
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- Create Meeting

OUTLOOK & EXCHANGE ONLINE- CALENDAR FEATURES

& B © & 1 | = untitled - Meeting £ search

File Meeting  Scheduling Assistant  Insert  Format Text  Review  Help

M B @ 14 X ] [ B [ Esouns Wy o (> BE O 8§ [ [

! High Impaortance

Delete Y Jain Tearns Meeting Don't Host Send to Cancel Address Check Response . - | Recurrence | Categorize Dictate =~ Sensitivity All Imt
Forward ~ R der: |13 minutes  ~ s

rvar Meeting Options  Online OneMote  Invitation Book MNames Options~ D' eminder [4| v \L Low Importance v Apps R

Actions Teams Meeting OneMote Attendees Options Tags Voice Sensitivity Apps Imi

@ You haven't sent this meeting invitation yet.

p From clarice.chan@superhub.com.hk
Send Title
[ Required | > 5
[77.' Input the required or optional attendees here.
Optional
Start time _ Thu 10/5/2023 E| | 5:00 PM V:| JAanday [] @ Time zones
End time | Thu 10/5/2023 E” | 6:00 PM vl| % Make Recurring

[ Location | Microsoft Teams Meeting

Input the message body here. Just like a normal email.

Microsoft Teams meeting

Join on your computer, mobile app or room device

Click here to join the meeting

Meeting ID: 418 723 957 98

Passcode: GaZfp2
Download Teams | Join on the web

— SUPERHUB 59 (AWORKSMARTER —



Create Meeting

OUTLOOK & EXCHANGE ONLINE- CALENDAR FEATURES

— SUPERHUB

File Meeting | Scheduling Assistant

oL 2
Add Beld

Refresh  AutoPick
Aovailability > Attendees Rooms

Scheduling Attendees

B

Send

TR

Options

When arranging meeting with internal parties, navigate to

to find a timeslot that best suits everyone.

-

Options

Format
Start time | Thu 10/3/2023 E| | 12:30 PM ".| L] &l day L] @ Time zones
End time | Thu 10/3/2023 E| | 1:00 PM v.| 4% Make Recurring

| All Attendees

~ Reguired Attendee
@ Clarice Chan [SUPERHUE]

' DemoPC [SUPERHUE]

@ Chris Leung [SUPERHUE)

Add required attendee
~ Optional Attendee
Add optional attendee

~ Resource (Room or Equipment)

4 AM 5AM &AM T AM &AM 9 AM

_

You can see the availability of your

colleagues as well as resources (e.g.,
meeting rooms).

T

Add resource

M Busy £ Tentative B8 Out of Office ¥ Working Elsewhere [~ Mo Information [T Qutside of working hours

60
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- Scheduling Polls

OUTLOOK & EXCHANGE ONLINE- CALENDAR FEATURES

For better communications, you can also provide few available timeslots for internal parties to choose from.

35 Untitled - Message (HTML)

O search
File Message Insert  Options  Format Text  Review  Help
Cut . a v | — 1— Follow Up ~ ao
I+ e axnE-=0 BB 0@ B B 0 B & £ O 6 |©
Paste Da ~OR) B T U | £. A.|l= == |§| = - | Address Check  Attach Link Signature Loop Assign I High Importance Dictate All Sensitivity Editaor Immersive Mew Viva Dynamic
- < Format Painter I R - - - - == = Book Mames File ~ - - Components ~ | Policy~ \L Low Impartance Apps - Reader Scheduling Poll | Insights  Signatures = 1
Clipboard ] Basic Text ] Mames Include Collaborate Tags N Voice Apps Sensitivity Editor Immersive Find Time Add-in Crossware | M)
ESM "? Undo @ Redo ’|\ Prewvious ltem L Mext ltem [|]J Attach File =
P | From custoemersuccess@superhub.com.hk 1- SeIeCt and seIeCt
Send | To ‘ |
[«
| Becc ‘
Subject
— SUPERHUB 61 (*WORKSMARTER —



- Scheduling Polls

OUTLOOK & EXCHANGE ONLINE- CALENDAR FEATURES

@ Send this email during your wark hours: Fri, Oct 06 at 800 AM Schedule send | Dismiss

| customersuccess@superhub.com.hk

Send

‘ .

~ DemoPC {SUPERHUE); ® Chris Leung (SUPERHUBY; |

Scheduling Poll R
Duration
00:30 ~ Meeting hours (:D
Date (1) <>
10/5/2023

Sort by | Availability ~

— SUPERHUB

L« |

2. Add the attendees in this section

to view their schedule on the right.

You will be able to see timeslots

that most people are available.

62

06:00 PM &3 v
o)

06:30 PM S3 v

07:00 PM &3 v
Other times

0, 0. wu

Available: 2 el cpl ¥
Py DemoPC (SUPERHUB ired

(] { }  Requi &2 &1 v
@ Chris Leung (SUPERHUE) Required

0, 0. w

Not Available: 1 el ol ¥

Co Customer Success (SUP...Required

#WORKSMARTER ——



- Scheduling Polls

OUTLOOK & EXCHANGE ONLINE- CALENDAR FEATURES

Scheduling Poll o
Date (0) <@>
[ 10/6/2023
Sort by | Availability ~
. o] v
09:30 AM &3 v
o . O
10:00 AM & v
. o] v
11:30 AM &3 ¥
o . o
12:00 PM & v
12:30 PM %3 v
(o]
@ o100PM & v
01:30 PM %1 v
. O B
02:00 PM & v

3. Select multiple timeslots,

then select

10:30 AM

3 times selected

Scheduling Poll R

Selected times

Friday, October 6

10:00 AM 0]
12:00 PM T
1:00 PM T
Location

Please enter a location.
D Online meeting

~ Manage poll settings

E Schedule when attendees reach consensus

n Hold selected times on my calendar

E MNotify me about poll updates
n Require attendees to verify their identity

l:‘ Lock poll for attendees

Once confirmed, then

select

< Back Create poll

63

s | [
Send | To

| | Cc

|' Beo

Subject

customersuccess@superhub.com.hk

~ DemoPC (SUPERHUB]: @ Chris Leung (SUPERHUB):

[, iScheduling poll

Vote: Customer Success (SUPERHUB) |
DemoPC (SUPERHUB) | Chris Leung
(SUPERHUB)

(t) 30 minutes duration

Ce 3 time options

View all your polls

A poll will be added in the email.

— SUPERHUB
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- Scheduling Polls

OUTLOOK & EXCHANGE ONLINE- CALENDAR FEATURES

testing

Customer Success (SUPERHUB)
P To O DemoPC (SUPERHUB); © Clarice Chan (SUPERHUE)

[,iScheduling poll

Vote: Customer Success (SUPERHUB) |

Vote: Customer Success (SUPERHUB) | DemoPC (SUPERHUB) | Clarice Chan (SUPERHUB)

(& 30 minutes duration
P Nolocation provided

3 options provided

®  (UTC+08:00) Beijing, Chongging, Hong ...

N

DemoPC (SUPERHUB) | Clarice Chan
(SUPERHUB)

(©) 30 minutes duration

ptions

- View all your polls

When the attendees receive the

email, they can select

E2 Scheduling poll

Choose times you prefer or are available

Friday, October 06, 2023

11:30 AM Q Prefer

Free

No votes
1:30 PM Q Prefer
Free No votes
330 PM D Prefer

Free No votes

|- Propose another time

~ Yes

1 vate

v Yes

1 vote

v Yes

1 vote

X Ne

No votes

X Ne

No votes

X No

No votes

How others voted

Custom... DemoP...

v o2
v 2
v 2

Organiser

Customer Success (SUPERHUB)
Required Attendees
¢ DemaPC (SUPERHUB)

/ You {Clarice Chan (SUPER...
|- Add required attendee
Optional Attendees

|- Add optional attendee

And vote for the timeslot that best suits them, or simply proposed another time.

— SUPERHUB
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- Scheduling Polls

OUTLOOK & EXCHANGE ONLINE- CALENDAR FEATURES

Vote: Customer Success (SUPERHUB) | DemoPC (SUPERHUB) | Clarice Chan (SUPERHUB)

Customer Success (SUPERHUB)
To ) Customer Success (SUPERHUE)
@ If there are problems with how this message is displayed, click here to view it in a web browser.
Hi,
Your poll has a new vote from darice.chan@superhub.com.hk
{1} Scheduling poll
Vote: Customer Success (SUPERHUB) |

DemoPC (SUPERHUB) | Clarice Chan Once the attendees voted, you will receive an email about their reply.

(SUPERHUB)

Thus, you can send them the actual meeting invite accordingly.

@ (UTC+08:00) Beijing, Chongging, Hong
Keng, Urumagi

@ 30 minutes
2y 2 votes of 3

==
Friday, October 6 -
11:30 AM m

Whrefer 1 @Yes: 1 @No: 0

Customer Success

Required ¥
(SUPERHUB) cquired @ Ves
Clarice Chan

Required % Prefe
(SUPERHUB) =au reter

Friday, October 6 -
t30 M [ sena |
Whrefer 0 @Ves: 1 @Noi1

Customer Success -

— SUPERHUB 65 (AWORKSMARTER —
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- Introducing Microsoft Teams

MICROSOFT TEAMS

C‘ —— X/

&«
Integrate
business Store and
/ applications share files \

* Microsoft Teams is a hub for teamwork, where people

connect, communicate, and collaborate from within a Manage
contacts Chi’;ﬁ‘"d
single interface \
* Microsoft Teams brings together collaboration and your =,
4
business application in an easy-to-use interface. Collaborate on projects and
ocuments Wwor roups
d t k group
\ @ /
a

Host
meetings

— SUPERHUB 67 (AWORKSMARTER —



- Benefits of Microsoft Teams

MICROSOFT TEAMS

¢
“w Ty B

He®

Reduced Email Integrated
Overload Workflow

Enhance
Collaboration

Efficient
Communication
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- Introducing Microsoft Teams

MICROSOFT TEAMS

© O

Teams and Channels

— SUPERHUB 69 (AWORKSMARTER —




: : @
- Introducing Microsoft Teams

MICROSOFT TEAMS

_ Microsoft Teams Other Tools

Security Controls IT admins can have better control IT admins have no control
File Sharing & Permission Settings can be set to individual files and supports No Control and collaboration not
Collaboration collaboration supported

There is a chat and channels to help differentiate causal chats and project

Communications Single Chat interface

managements
i : : . : . Collaboration during meetings
Meetings Options to host various online meetings and supports collaborations. . 8 &
are not feasible
Compliance All activities are recorded in Microsoft Audit log NA

Microsoft Teams is synced with all M365 applications, so that everything

. . NA
is related to work are in one place

Sync

— SUPERHUB 70 (s WORKSMARTER
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- Creating Chatrooms

MICROSOFT TEAMS - CHAT FEATURES

/

Search Bar

ol o b
Activity
Pinned Chats o
¥ Pinned
Chat
i Cloud Operation Group 272
383, Daniel: https://superhubltd.sharepoint.com/:f:/r/si...
T @ Clarice Chan (SUPERHUB) (You) 25
You: Tree of Thoughts (ToT) | Prompt Engineering ...
endar I M365 Experience Day eDM 1/25
Ricky: ok!

%

cals ml sz
You: ok thanks!

@ Herman Wong (SUPERHUB) 11:32 AM

[ anyway, use that 1 hour session to collect all toke...

t $ CustSucc is difficult to type(#125... 11:25 AM

eleave Herman: WoW
c Weekly Customer Success Proje...  8/30/2023
Nero: Well noted
eClaim
I & Support Team & 1116
F. Winsie: lunch FHEETI305 50~
Modem: 3.
h Manage+ Report Schedule 1/29
@ Herman: will use for tomorrow present
SRt .ﬁ Daniel, Herman, and Snowie 8/29/2023
ﬂ Herman: Moted
eRecruitmen K Azure Invoice billing group 9/19/2023
Herman: actually the link is portal.azure.com
EE] 4 [General] Super Engineering Dep... 12:33 PM
Tesks by Pla. Marco: Just comm with Kenneth, need 2 Token for...
= F Super Lunch 24/7 2/6
OneDrive Karson: i cant too
Ao
Shifts

Recent Chats

Chatroom

Tree of Thoughts

&

What's new
Privacy

Add account

? P B9

Sign aut
clarice.chan@superhub.com.hk

10:22 o -
Calling

< Supeetut Limtsd

Incoming calls

Call forwarding

Alsn Fing ot »
f unanswered Voicemail
Delegates

Manage Delegates

Show Shared Lines tab [ @)
Dalegates can make and recelve calls on your behalf.
Voicemail

Change voicemail greeting

lcammats i i 1 3l opa it o plnback
st ansern

Contacts

Sync my device contacts

Device call log

Monday 7:07 PM

T)| Prompt Engineering Guide (promptingguide.ai}

Tree of Thoughts (ToT) — Nextra s

A Comprehensive Overview of Prompt Engineering

www.promptingguide.ai

Type a message

v @ + B

Quick Actions

Message

Area

— SUPERHUB
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- Creating Chatrooms (One to One)

MICROSOFT TEAMS - CHAT FEATURES

Intranet

k

=leave

eClaim

A

Modemn+ 3.

— SUPERHUB

Or select this button to start a

new chat.

MNew chat

6 Feb 2024 - SuperVault Webinar
Heidi: &

Carol Chan (SUPERHUE)
You: thanksss &

Jonathan Siu (SUPERHUEB)
You: Sent a file

Alexia Lau (SUPERHUE)
You: ok thanks

Seraph Chan (SUPERHUB)

1. Simply search the user in the search-bar to start a chat window

{ > . Search

Enter name, email, group or tag

]
2/6
2/6
2/6

2/6

2/3

You: want to ask leh... normally is it you complet...

Walter Fung (SUPERHUE)

You: trar ok

Koey Tang (SUPERHUB)

2/3

2/5

Herman Waong (SUPERHUE)
(HERMANWONG) Customer Success Supervisor, Cloud Operation

Chris Leung (SUPERHUE)
(CHRIS.LEUNG) Cloud Analyst

Henry Wong (SUPERHUB)
(HENRY.WONG) Senior Solution Delivery Engineer

DemoPC (SUPERHUE)
DEMOPC

) - 806

\Waltar Funa MSI1IPFRHI IRY

Or navigate existing chatrooms

from the sub-menu bar

73
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1. Select the

to start a

new chat.

(111
Teams

Calendar

%

Calls

@

Intranst

Modem+ 3...

®@

e0nboarding

Q

eRecruitment

iz

Tasks by Pla..

(==

OneDrive

— SUPERHUB

= Recent

@ MNew chat

@ 6 Feb 2024 - SuperVault Webinar
Heidi: &

@ Carol Chan (SUPERHUE)
You: thanksss &

Jonathan Siu (SUPERHUB)
You: Sent a file

Alexia Lau (SUPERHUE)
You: ok thanks

Seraph Chan (SUPERHUB)

Walter Fung (SUPERHUE)

You: tmr ok

Koey Tang (SUPERHUB)

Henry Wong (SUPERHUB)
th

Tim Wong (SUPERHUB)
Thanks!

Miko Tsang (SUPERHUE)
UrbanVPN

Edward, Eric, and Herman
You: Thanks, will start testing it today !

X E-N-N-N-N-R-N-N-/

Group name:

3. Select the drop-down menu to give

the group chat a name

2/6

2/6

2/6

2/6

2/5

You: want to ask leh.. normally is it you complet...

2/5

2/3

You: May | know any updates with AC design ah...

22

22

22

2/2

To: @ Herman Wong (SUPERHUB) D DemoPC (SUPERHUB) @ Nero Wong (SUPERHUEB) X e Chris Leung (SUPERHUB) X

2. Insert multiple users to start a group chat.

You're starting a new conversation

Type your first message below.

Type a message

y © + b

74

4. Begin chatting by typing and

formatting your message here.
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- Adding People in Existing Chats

MICROSOFT TEAMS - CHAT FEATURES

— SUPERHUB

< 2 Q. search

D% Training testing / Chat Files +

f DemoPC (SUPERHUB) changed the group name to Training testing.

» é)a DemoPC (SUPERHUB) added Herman Wong (SUPERHUB) and 2 others to the chat. {

You

Clarice Chan (SUPERHUB) }

DemoPC (SUPERHUE) 10/18/2023 2:55 PM

D hi
®

Herman Wong (SUPERHUB) 10/18/2023 2:58 PM URGENT

Pls call me »
@ :

DemoPC (SUPERHUB)
Herman Wong (SUPE...

Sarah Chu (SUPERHU...

Add people

3. From the pop-up menu enter the

of the people you want to add in the group chat.
And choose if you want to include chat history. O Include all chat history

75

“le (DD D

Leave

&) cg4 |- 1. Select the

2. Select

icon

from the top right corner.

Add

knter a name, email, or tag

@ Don't include chat history

O Include history from the past number of days: 1

Cancel

Add

ok 1 " will result in creating a new group chat.

(AWORKSMARTER —



- Chatting with External Parties

MICROSOFT TEAMS - CHAT FEATURES

4 user]@superhubcopilottrail.onmicrosoft.com

1. Input their in the search bar.

. . Files Groyfchats Teams and Channels
D= Training te

(Z)  user1@superhubcopilottrail.onmicrosoft.com in all Messages

‘ &s  Search user1@superhubcopilottrail.onmicrosoft.com externally “

user] @5uperhubcopilottrial.onmicrosoft.com|

Files Group chats Teams and Channels

Peaple

userl (External)
USER1

2 userl@superhubcopilottrial.onmicrosoft.com in all Messages

2 userl@superhubcopilottrial.onmicrosoft.com

X

Press | Enter | toview all results

Presz = Enter | to view all results \
2. Select show

If the external party has a M365 account, it will show up

here, and you can start the chat by selecting their name.

— SUPERHUB
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- Chatting with External Parties

MICROSOFT TEAMS - CHAT FEATURES

y userl
®  user1@superhubcopilottrial.onmicrosoft.com

Co ..
=+

It will be marked as

0 set delivery options

You're starting a new conversation &} Record video clip

Type your first message below.

Depending on the settings set by your IT departments, limited chat functions will be available. /

Type a message A © + B

— SUPERHUB 77 (AWORKSMARTER —



[ ] [ ] OneDrive My files BB 7 v o=~
. - ) ) o . a
[ Name v Modified Modified By File size ~ Sharing
) Recent Bu Apps 3 days ago DemoPC (SUPERHUB) 0 items Private
ecen
MICROSOFT TEAMS - CHAT FEATURES & s S
e Microsoft Teams Chat Files August 23, 2022 DemoPC (SUPERHUB) 8 items Private
Quick access . N
Bu  Recordings August 10, 2022 DemoPC (SUPERHUB) 4 items Private
FEE rCh fﬂr a(,'ti{)nE End EppS D\ - EnrintD i) [ 0u  Whiteboards August 8, 2022 DemoPC (SUPERHUB) 1 item Private
H All Staff (Teams Chan...
B ccsting 321
9 A“a{:h ﬁlE . Office 365 Adoption ...
- Training Budget
(B Collaborate with Lo op N
. trial 2 4 [ 4
D - - . Customer Success - ...
£ Set delivery options Attach Cancel
J Friend - Private Chan.. ¥
6} Record video clip @ Open X
& > v A T > Pictures > Screenshots v O Search Screenshots p]
@ Schedule mestin
Organize ~ New folder e
. . o e—— e S
Select the icon to attach files, you can choose to £ Home .
. . - .
attach a file from the cloud storage or from the device. T e - -
@l Desktop » ==
5 L Downloads * Screenshot Screenshot Screenshot Screenshot Screenshot Screenshot Screenshot
Or sim I attach b the m hod 2o . 2023-03-17 2023-03-17 2023-03-17 2023-03-17 2023-03-17 2023-03-17 2023-03-17
p y y . ocuments 160816 160826 161205 162025 162747 162755 163550
Ly Fraise 1A pictures »
@ Music »
@ Viva Learning 3 videos * oo | o T S ey i
" free upgrade strate Screenshot Screenshot Screenshot Screenshot Screenshot Screenshot Screenshot
Pg gy
- 2023-03-21 2023-03-21 2023-03-21 2023-03-21 2023-03-21 2023-03-21 2023-03-21
" 1_TrainingSept2023 091045 091129 091158 091240 091303 091350 091421
T TRA-001-v2
Get more apps _ : -
" 1_AdvisoryOct2023 .
— = = = = = ——— = = = = = = -
% @ —|— Bll N Creative Cloud Files Screenshot Screenshot Screenshot Screenshot Screenshot Screenshot Screenshot
@ 2023-03-21 2023-03-21 2023-03-21 2023-03-21 2023-03-21 2023-03-21 2023-03-21
« A Superhub Limited 091632 091704 091716 091736 091810 091839 091946
File name: v ‘ All files 7
Open Cancel
—
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@i
. ° 1. YN W AT
- F I I e S h a rl n g Sharing settings

MICROSOFT TEAMS - CHAT FEATURES 1233343 docx

Share the link with

(@) Anyone @

People in your organization (0 O
2. According to the needs, you can choose who [D) People currentiyin this chat (@)
have the rights to open, view, edit of download
this document; then select : People with existing access © O
® People you choose (@ O
More settings
& Canview ~

1. Select the to set the sharing permissions. O Block download @ of
I /
o 1233343.docx Cancel

X

= People in this chat with the link can view

A 0 2 P © @ W G® B g @ - sy B B e opE o e chat e the TnE o e X
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- File Sharing

MICROSOFT TEAMS - CHAT FEATURES

@ Clarice Chan (SUPERHUB) Chat

Files

Organization Activity LinkedIn

T Share
v Tyee
]
o
@
o
=
o

Name

Loop list.loop

project 2.docx

Manager 5 Video PPT (cloud status).pptx

project T.docx

FW test_977410994.eml

Testing Feb 2023.docx

Outlook-Lego.png

Whiteboard ‘|‘

Navigate your mouse to the

Shared on =

Th ago

10/18/2023

8/23/2023

8/16/2023

6/5/2023

3/23/2023

3/3/2023

Sent by

Clarice Chan {SUPERHUB)

Clarice Chan {SUPERHUB)

Clarice Chan {SUPERHUB)

Clarice Chan {SUPERHUB)

Clarice Chan {SUPERHUB)

Clarice Chan (superhub)

Clarice Chan (superhub)

— SUPERHUB
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tab to view all
the documents shared within the Chat.
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- Polls

MICROSOFT TEAMS - CHAT FEATURES

nw © DemoPC (SUPERH... ,© Herman £ Chat Shared Il Meetnow - 233

" simply search in the search bar.

If you cannot see “

Q_ search for apps

& Attach file

Ee Schedule message
0 Set delivery options
@ Schedule meeting

&N Record video dlip

@ rois

. Copilot for Sales
1 PowerBI

gﬂ Managed Service (SUPERHUB) added DemoPC (SUPERHUB) and Herman Wong (SUPERHUB) to the chat.
n Praise

Get more apps

Type a message A7 © + ‘ f I

81
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- Polls o

MICROSOFT TEAMS - CHAT FEATU RES Managed Service (SUPERHUB) via Polls 2:19 pm Updated

m Poll: Mames not recorded : Results shared

What to eat for Team dinner?

Polls X [ ] Chinese

Powered by Microsoft Forms

[] Western
What to eat for Team dinner? \:l Japanese
| | Chinese
Submit Vote More
[ | Western
[ | Japanese| W
- Chinese 0% (0)
Lunch Breakfast Dinner
+ Add option 0 Multiple selections
Western 0% ()
Japanese 0% (0)

" will be placed directly in the chat room and user can you

simply answer directly in the chat.

E] Record names of respandents (only VIsIDle to creatar,

Share aggregated results with respondents

Preview

Type a message
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- Polls w

MICROSOFT TEAMS — CHAT FEATURES

What to eat for Team dinner? - Saved -~

i Settings & Preview [ dll View rsponse?) oP

() This form is read-only and can't be edited.

What to eat for Team dinner?

1. What to eat for Team dinner?

|:| Chinese
|:| Western
|:| Japanese

The person who set the “ " can view the result in
Microsoft Forms.
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Message Options

MICROSOFT TEAMS - CHAT FEATURES

|Search for actions and apps Qo

e You can mark the level of importance for the messages you sent.

Messages by default are standard messages

(B) Collaborate with Loop
IMPORTANT!
U set delivery options This is a important messagé
&1 Record video clip 72 7 > B N T I P R o = = S * A £
o Standard
@ Schedule meeting Message will be sent as usual
::'F'D“E”t_“ . e 2:33 PM
- essage will be mar as important
®) Stream 7 . Bold /talics Underline Strikethrough
- Urgent
5y Updates i
P Recipient notified every 2 min for 20 min Table
B Praise Colors Highlights
@ \Viva Learning * Bullets
-
-
IMPORTANT
Get more apps o
¥ This is a important message
248 phl LRGENT
¢  Urgent
L g ©
— SUPERHUB 84
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- Message Options

MICROSOFT TEAMS - CHAT FEATURES

Focused Other ByDate v T

v Today

DemoPC (SUPERHUB...
[\ DemoPC - URGENT 1218 PM
You don't often get email

> Wednesday
» Sunday
> Last Week

» Older

There are more items in this folder on the server

Click here to view more on Microsoft Exchange

A& DemoPC - URGENT

DemoPC (SUPERHUB) in Teams <noreply@email.teams.microsoft.com>
To Clarice Chan (SUPERHUB)

@ If there are problems with how this message is displayed, click here to view it in a web browser,
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

I You don't often get email from il teams microsoft com_ Learn why this is important

Hi,

Your teammates are trying to reach you in Microsoft Teams.

D . DemoPC - URGENT in chat

Thiz is a Urgent Message

Install Microsoft Teams now

o ios # Android

|© | € Reply ‘ &y Reply Al | —> Forward ‘ ‘ﬁ | | |

Fri 12/28/2023 1217 PM

DemoUserPC - URGENT!
This is a Urgent Message

12:17 PM a
12/29/2023 =

With messages, recipients will receive a
banner notifications and an email alert.

messages will be more disturbing, as it will send a notification to the recipients

until they read the message. (If it is a group chat, the notification will be sent to all members within the group chat.

— SUPERHUB
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- Delay Delivery

MICROSOFT TEAMS - CHAT FEATURES

2. Select the date and time
which you would like to send
the message.

Schedule your message to send at another time, to prevent disturbing recipients at out of office hours.

1. Right click the button to send the message at a schedule time.

Saturday, October 21, 2023 v

[Type a message / 500 AM v

Y 1 0 DOBBROE RO~ &[>]

Close
3. The set time will show on top of the message bar, then enter your
message as usual and select
Select Send to deliver on Friday, Oct 20 at 12:30 PM  ~
Testing Sending on Friday, Oct 20 at 12:30 PM
Testing o
v U 2 p @@ EH QOB R O -

These indicators will help you identify the message as a schedule message, and it will be sent out at
the designated time.

The message will be sent out even if Teams are closed and not connected to the internet.

— SUPERHUB 86
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- Delay Delivery

MICROSOFT TEAMS - CHAT FEATURES

You can still amend the date and time and the message body of a schedule message that are not officially sent out.

4 " 3. Change the date and time accordingly, or you
Sending on Wednesday, Oct 25 2t 200] £t can cI:noose to cancel the schedule message and
o send it as a regular message.
C
Wednesday, October 25, 2023~
1. Move your mouse to the message and select the Ad
{1 2:00PM o

o ]
|

Select Send to deliver on Friday, Oct 20 at 12:30 PM  ~
Cancel scheduled time

Testing

| Close (

&55' g ﬁ (P @ @ f‘ﬂ i I.a Q Q] e Select Send to deliver on Wednesday, Oct 25 at 2:00 PM v

2. Select the date and time stated. Testing

v ¢ b © B [ 03

(AWORKSMARTER —
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- Teams Group and Channels

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

M

A

L] [A]
=

o
[T}
2 1

a

zz{a [

W
N
2
&

y

b

m
]

o tre b

3

oded

0nl

— SUPERHUB
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g

+ 3.

Teams

<, Discover

* Pinned

End-User Adoption
Office 365 Adoption Project

Announcements &f
Customer Success - Demo

¥ Your tea
- . Testing1

General
Private
Shared &=

See all channels

- ﬂ Office 365 Adoption Project

General
End-User Adoption
Proj. Mgmt. Ofc. (PMO)

rding
> - trial 2

* A tool for organizing and facilitating collaboration

» Team: Collection of people, content and tools that

work together on various projects

 Channels: Dedicated sections within a Team that can

help keep conversation organized

 Audience: Internal or External

89
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- Group Chat Vs. Teams Group and Channels “

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

_ Group Chat Teams Group and Channels

Purpose Instant and Causal Chats Project Management

- Abili iff - h |
Unable to create small groups within the group bility to open different sub-groups (channels) to

Channels chat for communication manage project.
(Cater up to 10,000 people)
. Gives you flexibility to choose how much chat Shows all content when new member added (High
History : :
history to include Level of Transparency)
_ . More Apps options can be added into the tabs (e.g.,
Apps Limited Apps can be added in the tabs ek oy Plerines sind Tosde]
Storage Files storage are stored in the OneDrive of the Creates a SharePoint Teams site, where all users
& sender within the Teams group can easily access.
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- Teams Group and Channels

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

People : Event Team, Marketing Team, F&B Team, Logistic/ Banqueting Team/ Vendors

— General For overall announcements

- - Event Team + Marketing Team
Marketmg For discussion and materials related to marketing strategies and campaigns

Event Team+ F&B Team+ Logistics/ Banqueting Team
To co-ordinate venue, catering and other logistical details

m Logistics

Event Team + Marketing Team + Vendors

— Vendors Discussion

O
O
>
L]
0o
=
=
=
=
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- Teams Group and Channels

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

People: Sales Team

General

Performance
Metrics

=
2
>
)
oc

Project Updates

Strategy and
Planning

>
—
Q
=
| -
q0)
)
g
©
=
-
()
=
=
| -
(q0)
o
()
O

For overall announcements

For KPI updates

For Project updates

For Upcoming strategies and planning updates

— SUPERHUB
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- Teams Group and Channels

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

People: Accounting Team

General For overall announcements

For updates and discussion on new policy

g Policy Discussion and SOP e.g., reimbursement policy

Budgeting

Departmental budget discussion

Discussion

B Yearly business
review

s
C
Q
&
)
| -
(¢
Q.
Q
O
o]0)
-
=
C
-
O
(@
(@
<

Discussion on profits, expenses, bonuses etc.
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- Teams Group and Channels

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

%
P

5]

Chat

Teams

<, Discover

<

- Announcements s}  Posts Files

— SUPERHUB

Customer Success - Demo

e
-. Testing1

t Private (3
c=m= Shared =
c See all channels

- Office 365 Adoption Project

A General
+ 3.

Modems 3.. )
End-User Adoption
® Proj. Mgmt. Ofc. (PMO)
Onboarding
- Tial
General
Recruitment
EE] v . Customer Success - Adoption Mar...
Tasks by Pla

OneDrive hi &
Knowledge Library
Shifes project 1 &

Remote Office with 0365

hd . testing

General
A §
= » . Trial

> . Customer Success - Demo

» Training Budget

N

Sub-groups are known as
[==]

Q. Search

4

'y'_!
i

Welcome to the Announcements =} channel

Use this channel to make important team and event announcements.

94

Channels Posting Area

In this channel

People

o}
D T S
= % e o 0O
Add members
Description
Use this channel to make important team
and event announcements,

Edit description

Optians

Q, Find in channel

€§3 Manage channel

[} Channel notifications

Updates
Toby Ip (SUPERHUB) set this channel to be

automatically shown in the channels list.

(AWORKSMARTER —



- Teams Group and Channels

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

@ Sstay in the know. Turn on deskiop notifications.

General

See all channels

md. * Teams = 4+ [@) Ncasosales posts fies Notes
VT
@ +, Discover .
Chat % Miriam Graham 2/20 5:18 AM
(113
. v Your teams Hi Team! We're approaching the end of our sales period, and we are still lagging in our szles goals. I'd like everybody to work extra hard to
= } close some deals. We're so close!
hd Retail
£+°)
Calendar General o
Q-g See all channels
Ma Reply
Calls v
oy General
OneDrive - L , % Miriam Graham 2/20 5:18 AM
@ v . Design Pradeep Gupta, could you take a look at the Sales data? See if you can find anything that will help us hit our targets this month!
Connections
General
Ga
™ See all channels
hi . U.S. Sales ma  Reply
. General
Apps
See all channels
- u Digital Initiative Public Relations
General
@ oo Channels that are
General
. means there an update.
v . Communications

General [ starta post
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- Creating Teams Group and Channels

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

%
®

)

Chat

(117
w
Teams

Calendar

S

Calls

®

Intranet

(4

sleave

eClaim

A

Modem+ 3.

®

{7 Create channel

Teams 1. Select =| + ga Create team

% Discover

oy Join team

sl 2. Select

End-User Adoption
Office 365 Adoption Project

Announcements =}
Customer Success - Demao

7 Yourteams 3. There are a lost of templates
- . Testing which you can choose from, or
General SImply select
Private
Shared &

See all channels
- . Office 365 Adoption Project
General

End-User Adoption
Proj. Mgmt. Ofc. (PMO)

e0nboarding
= - tnal 2

— SUPERHUB

Some quick details about your team

You're creating a team from scratc?l. Create from a template or an existing team or group

instead

Team name

Give your team a name

Description (optional)

Alternatively, you can create a

Team from a template.

Let people know what this team is all about

(%) Private Custom Permission

4. Give your Team a name and description

What's a team?

Cancel

Create

96
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- Creating Teams Group and Channels

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

Some quick details about your team

You're creating a team from scratch. Create from a template or an existing team or group

instead
Team name
Give your team a name What kind of team will this be? X
Description (optional)
Let people know what this team is all about N Private
t People need permission to join
iy -
. . Publ
(%) Private Custom Permission o n“ |c in your org can join

ﬂ Org-wide

Everyone in your organisation automatically joins

Set the privacy level of the Team Group

What's 3 team?

Cancel Create

< Back
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- Creating Teams Group and Channels

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

What kind of team will this be?

There are 3 different levels which can be set:

Only those invited can join the Team Group.

Members within the organization can choose to

on automatically joins

join freely.

A dynamic group settings which employees

within the organization will join automatically.
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- Creating Teams Group and Channels- Add Members v

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

* Your teams

- . Testing
1. Select next to the Team.

General @ Hide
Private 3

Shared & E§3 Manage team

See all channels é’n Add member

- . Office 365 Adoption | E Add channel

2. Select
General

=2 Get link to team

End-User Adoption
|;_'9 Leave team

Proj. Mgmt. Ofc. (PMi

/7 Edit team
- . trial 2

¢7) Manage tags
General

o . Customer Success - A Iﬁ} Delete team
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- Creating Teams Group and Channels- Add Members v

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

Add members to Testing1
3. Add in the members’ email address and select Start typing a name, distribution list, or security group to add to your team. You can

also add people outside your organization as guests by typing their email addresses.

Start typing a name or group

@ Clarice Chan (SUPERHUE) P [ vemb
(CLARICE.CHAN) Customer Success Executive i i

Add members to Testing1

Start typing a name, distribution list, or security group to add to your team. You can
also add people outside your organization as guests by typing their email addresses.

@ Clarice Chan [SUPERHUE) > | m

Owner

Different roles can be given to members in the group:
Can help co-own the Team, giving them the ability to add members
and channels freely
Can add channels but by request but can still post freely.
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- Creating Teams Group and Channels- Add Channels v

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

1. Select next to the Team.
* Your teams
- . Testing1

General & Hide

Private %)

Shared & €3 Manag

See all channels So Add m:w
v . Office 365 Adoption @ Add channel

General

=2 Get link to team

End-User Adoption
[& Leave team

Proj. Mgmt. Ofc. (PMi

/7 Edit team
d . trial 2

¢ Manage tags
General

d . Customer Success - A [f_f] Delete team

General
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- Creating Teams Group and Channels- Add Channels v

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

Create a channel for "Testing1" team Standard - Everyone on the team has access w7

Channel name _ _
Private - Specific teammates have access

Letters, numbers, and spaces are allowed

Shared - People you choose from your org or other orgs have access

Description (optional)

Help others find the right channel by providing a description

All members within the Teams Group will
be added into this Channel
Privacy Adding specific members from the Teams
Standard - Everycone on the team has access ~ (0 group

Adding members within the organization or

external parties, whom are not in the Teams Group.

[] Automatically show this channel in everyone’s channel list

Cancel Add
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- Creating Teams Group and Channels- Add Channels v

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

* Your teams

General

Private| i No icon
Lock icon
Link icon

Shared| & i

See all channels
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- Posting in Channels v

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

Members can also react to posts. Select to see more options

I@ Clarice Chan (SUPERHUB) 432 PM \ C Y 7 B
\ E9EeGQ 2 -
Post Testing Post Example \ & Copy link
Testing
Select the to edit the post W Deete

& Reply 7 Pin

Open conversation in new window
I @ Clarice Chan (SUPERHUB) 4:39 PMm

[] Save this message

Announcement Example Create a ticket

8% Translate

Announcement Testing >

Testing

@ Reply Members can easily reply to the post
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- Posting in Channels

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

Enter and users name to tag someone in a post.

Suggestions

J @ Clarice Chan (SUPERHUB)
clarice.chan@superhub.com.hk

& Getbots i

@|

— SUPERHUB

I Dﬁ DemoPC (SUPERHUB) 4:59 FM

Clance Chan {SUPERHUB]ltEEting

o Reply

L]

Dﬁ DemoPC (SUPERHUB) 4:59 PM

Clarice Chan (SUPERHUE)

festing

& Reply

105

From your view, it will be marked in blue

From the members’ view it will be marked in red and a icon

will be shown.
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- Manage Teams

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

i Postsin shown and pinned channels

Include replies

To ensure you do not miss out anything in Teams Group and

Channels,

.OH v.

Show in Activity and banner
Show in Activity

~ Off

i  Postsin shown and pinned channels

B nclude replies

Show in Activity and banner w

106
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- Collaborating in Teams

MICROSOFT TEAMS - TEAMS GROUP AND CHANNELS

This shows others user are online and co-editing the documents together.

- Superhub Limited D
O B SH_Corporate_PPT_Template_202302_Publishgfe - £ Search PowerPoint
Activity
@ File Home |Insert Draw Design nsitions  Animations  Slide Show  Review View Help [J Comments | A+ Catch up & Dresent v /Editingv Close
et v Blv ¥ X | 1 NewsSlide v 2 v A A B I U A = Ev = 32 [Zv | BShapesy v (/v Bav | Ofindv | §v | 8 v | Bgv | &3 Designer | «-+ %
& [ U600 0L s bttt a3 b2 ittt tot i P20 00 L 30 i a i sttt 6r11 1
Teams
:
Calendar N (/\

- -

% , SUPERHUB YWORKSMARTER
Calls i

o g
i i
o {3

g

{al
3

o
i)
w
|

3 PRESENTATION TITLE

g

=
8

8
g
g

o
:
H

SPEAKER

TasksbyPla. g —
S ! 2 DATE / VERSION NO.

® %
PowerPoin =
- -
Apps
7
v
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- Micros

Teams

» A tool for hosting audio calls or video

meetings

 Types: Various of meetings types to cater
different needs (capacity and interaction

level/ recurring)

* Organized: From Chat/ Channel/ Scratch

— SUPER
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- Types of Te

Town Hall

1s Meeting

Virtual

Live Event

Schedule Meeting

Purpose

Interactivity

Audience
Size

Registration
Required

— SUPER

Structured
presentations,
training, external
communications

Moderate (Q&A, polls,
limited chat)

1,000 (interactive)
10,000 (view only)

Yes

Company-wide
announcements,
executive updates

Low to Moderate (
Q&A, moderated
chat)

Up to 20,000 (view
only)

Optional

Appointment

One-onOone
consultations (e.g.
healthcare,
customer service)

High (private,
personalized
interaction)

One-on-One

Yes (via Bookings )

Broadcast-style
events, large-
scale
presentations

Very low (Q&A
only, no
participant video)

Up to 20,000

Optional

(Default)

General
collaboration,
teams discussions,
project updates

High

Up to 1,000

No

110
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- Calendar Interface

MICROSOFT TEAMS - TEAMS MEETING

(74 Q  Search (Ctri+Alt+E)

a Calendar # Join with an ID (¥ Meet now + New meeting | New Calendar (@

] Today < > March2025 Syncing.. [F] Work week

vy 03 04 05 06 07

Thursday Friday

Teams Monday Tuesday Wednesday

Calendar 9 AM Team Building Monday

S wee Select “ " you are able to

o oM view your meeting schedules
@' 11 AM

Recreation Club Agenda Discussion
Microsoft Teams Meeting

12 PM userd1
Apps
6 Mar Training
Microsoft Teams Meeting
1PM user1
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- Create a Meeting

MICROSOFT TEAMS - TEAMS MEETING

SR T ]
= Calendar

Activity

@ G Today < > March2025 v

Chat

® 03
Teams

Monday

Calendar 9 AM [ team Building Monday

% Microsoft Teams Meeting
user(1
Calls
10 AM
S
OneDrive

@

Connections 11 AM

04

Tuesday

Q

Search (Ctrl+Alt+E)

H# Join with an ID

o

X Meet now + New meeting | New Calendar (@

05

Wednesday

Recreation Club Agenda Discussion
Microsoft Teams Meeting

06

Thursday

Schedule meeting

Templates

Webinar
Host interactive event with registration

Town hall
Produce event for large audience

Virtual appointment

Guests join on web and enter via tailored lobby

Controlled-content meeting
Apply extra meeting content controls

Live event
Produce live event

ing.. (3] Work week

12 PM user01
i 6 Mar Training
Microsoft Teams Meeting
1PM userD1
— SUPERHUB 112
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- Create a Meeting

MICROSOFT TEAMS - TEAMS MEETING

i New meeting ==+ Superhub Limited @ - o X

New meeting Details Scheduling Assistant

Show as: Busy  Category: None “ Time zone: (UTC+08:00) Beijing, Chongqing, Hong Kong, Urumgi ~~ Response options v Sensitivity: None »  Options

Vi Lt\dd - Who can bypass the lobby? (i)
People in my org, trusted orgs, and
guests
S Add required attendees + Optional
Record and transcribe
Facilitator automatically () @
@ 30/5/2025 330 pm v More options

30/5/2025 400 pm v

30m © ) Allday

) Does not repeat v

= Add channel

@ Add location Online meeting ()
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: i
- Create a Meeting

MICROSOFT TEAMS - TEAMS MEETING
New meeting Details| Scheduling Assistant m

Show as: Busy ~ Category: None “ Time zone: (UTC+08:00) Beijing, Chongqging, Hong Kong, Urumgi ~~ Response options v~ Sensitivity: None v

Use “ " to see
the availability of your colleagues

©  2/6/2025 11:00am v —>  2/6/2025 11:30am v 30m O ) Allday

Suggested: No suggestions available.

day, 1June 2025 Monday, 2 June 2025 Tuesday, 3 June 2025

5pm 9 am 10 am 11 am 12 pm 1pm 2 pm 4 pm Spm 9am 10 am 11am 12 pm 1pm 2 pm 3 pm 4

¥ Required attendees

) N RS ANNANNN
il:;l‘:se(:han (SUPERHUB) di di\ Super Huk Travel Tim: Clarice- Onsite Tri
> hS NN
D DemoPC (SUPERHUB)

Available

cimcnan N SR AN
Kenneth Ho (SUPERHUE) N \\\\ N

&8 Add required attendees

A

Z

C O

¥ Optional attendees

&8 Add optional attendees

- Locatos You may also use it to check on meetlng rooms availability

Meeting Room .
[D i Iblg » Eric Kwan (SL
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- Create a Meeting

MICROSOFT TEAMS - TEAMS MEETING

0 ® user08, ® user18 /° Chat Shared i Meetnow ~ &83 [0 Q
o Q. Find in chat (Ctrl+F)
ce userD1 added user18 and user(8 to the chat.
user08 2/14 1:35 PM @ Schedule meeting
% Hi Johanna and Adele. Can you coordinate a time to meet with Christie to talk coverage on Brandhaus while Alex is out next < har
B creen sharing

userl® 2/14 1:35 PM B Mark as unread
‘ a1l i 1 " ull X 1 i an Il al = ] . an . 1 1 a l xow s"00 i 1 1 ri ~

Quickly schedule a meeting in a group chat or channel

AU General Posts Files MNotes Issue tracker Our site Project tracker Power Automate 1 ~

'& Reply (XN Meet now

e Schedule a meeting
| !& user01 5:51 PM
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- Create a Meeting

MICROSOFT TEAMS - TEAMS MEETING

Chat Meeting

Channel Meeting

I Super Hub <> Ageas Chat Shared Recap Q&A Meeting Whiteboard

. coo Keller Sabrina added Clarice Chan (SUPERHUB) (Guest) and 5 others to the chat.
y Keller Sabrina named the meeting Super Hub <> Ageas.
Bosco Lau (SUPERHUB) 9/4/2024 7:00 pm
Tuesday
@4 Tuesday 1:30 pm  Meeting started
F'o Clarice Chan (SUPERHUB) (Unverified) was invited to the meeting. — Week|y engineering meeting (.") . Join
(@ Tuesday 1:34 pm  Keller Sabrina started recording to the cloud Occurs every Friday 11:30 AM
Fievez Sandrine Tuesday 1:47 pm
@ Scheduled a meeting
m 12/4/2024 11:31 am  Meeting started
| CTE———m—erm Y ~
< — e 12/4/2024 11:31 am  Bosco Lau (SUPERHUB) started recording to the cloud

SO Clarice Chan (SUPERHUB) (Unverified) left the chat.
00 Tuesday 2:15 pm  Meeting ended: 45m 395 (1 12/4/2024 2:06 pm Meeting ended: 2h 35m 65

Super Hub <> Ageas

= View recap ) ) i
Tuesday. 27 May 2025 1:30 pm - 3:00 pm @ 12/4/2024 2:06 pm Recording has stopped. Saving recording...
Content
. ) [w
= Transcript al B AN Kk

Recording
R R a8 Bosco Lau (SUPERHUB)
2h 34m 27s

cc

Tuesday 2:15 pm  Recording has stopped.

o ®

Tuesday 2:18 pm  Recording has been saved to Keller Sabrina's OneDrive

Friday, 19 Apnl 2024

Type a message
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- Meeting Options (Settings)

MICROSOFT TEAMS - TEAMS MEETING

Meeting options

| &
=

i G ©

Security
Audio & video

Engagement
Roles

Recording & transcript

_E] Security

Who can bypass the lobby? (7) People in my org, trusted orgs, and o

guests
People dialing in can bypass the lobby @
Who can admit from the lobby Organizers, co-crganizers, and v
presenters
Enable Green room (7) ®
uire unverified participants to vel ir info before joining
i ified ici ify their info befare joini

3 Audio & video

Allow mic for attendees (7)

88

Allow camera for attendees (1)

— SUPERHUB

Different meeting settings available to set for a

meeting e.g. Who can bypass the lobby, who can
admit users, if copilot are enable post meeting, etc.

Meeting options

O

i R

Security
Audio & video
Engagement
Roles

Recording & transcript

117

& Roles

Announce when people dialing in join or leave (i) ()

Choose co-organizers:

Who can present

Enable language interpretation (i)

To assign a role to a participant, invite them
to the meeting individually. Learn more

People in my org and guests v

To assign interpreters, add participants to the
meeting first.

§= Recording & transcript

Record and transcribe automatically

Allow Copilot (7)

Only during the meeting v

(AWORKSMARTER —




- Join and Share a Meeting

MICROSOFT TEAMS - TEAMS MEETING

(No subject) Chat Files Details Recap Meeting Whiteboard Q&A +

' RSVP &2 Copy link] —* Forward Show as: Tentative » Category: None

1. Move your mouse and select

to join the meeting | (D) October 18, 2023 5:30 BM - £:15 PM

Oct 15 5:30 PM — 6:15 PM

@ Conference Room

If you are not the organizer but would like to

share the meeting, simply the link or
double click the meeting and select

Z

G2 hitpsy/fieams microsoft.comyl/meetup-join/19... [

(=) Chat with participants

% Clarice Chan {SUPERHUE) .
| Organizer E You can also start a conversation

with the meeting attendees.

— SUPERHUB 118 (AWORKSMARTER —




- Join and Share a Meeting

MICROSOFT TEAMS - TEAMS MEETING

2. Set your video and audio options before joining

Choose your video and audio options
As a best practice, it is suggested to turn off your

microphone when you first enter the meeting.

g\) Computer audy ]

Realtek(R) Audio =
(]
Your camera is turned off ¢ D < ®
@ Phone audio O
Q Room audio.
3. Select to enter the meeting room
ta) Effects and avatars g3 5N Don't use audio O

Cancel Join now

\ Turning on your video enables
you to set background filters
119
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- Join and Share a Meeting

MICROSOFT TEAMS - TEAMS MEETING

— SUPERHUB

O o6

test

«e+ Superhub Limited @ =

O

X

D &

Chat People

© ©@ @ B

Raise React

Notes

6J

Rocoms

Apps

More

N
[\
Camera

|

Mic

S Leave

v

Waiting for others to join...

120
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- Meeting Views “

MICROSOFT TEAMS - TEAMS MEETING

(7] test +++ Superhub Limited @ e (] X
o LN S ‘ “
0w o ¢ o ofgle B ® - W oy = Eymm
Chat People Raise React View Notes Rooms Apps More Camera Mic Share
h H Gallery v

Speaker

o —

There are different Teams Meeting view options available.

@
# Together mode
HH
frd

Choose the view that best suits your viewing habits. Immersive space (3D)

|5| R

-
== oA b ] - =

Select max gallery size >
Prioritize video

More options >
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- Meeting Features- Manage Participants

MICROSOFT TEAMS - TEAMS MEETING

L

O o016

Participants

hermad

Mot in this meeting

@ mmmmm wons -

Request to join

— SUPERHUB

test

|3 & ©

Chat People Raise React

Participants see X

Invite someone or dial a number X
[ Share invite
* Presenters (1)
@ Clarice Chan (SUPERHUB) &
Organizer
* Attendees (1)

userl (External)
External

u

w Others invited ()] 2. Mute participant
DemoPd \Qa Disable mic
© No respor
[ Disable camera
£ Pin for me
[Z3 Spotlight for everyone

£ Make a presenter

& Remove from meeting

122

o

- Superhub Limited @ = O X

38 9 B - W% 6 pymm
View Notes Rooms Apps More Camera Mic Share

Select or
if they forgot to do so

Selecting will grant
permissions for users to present and share

their screen

Select if an
unauthorized individual have entered the
meeting.
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- Meeting Features- Chat/ React Raise

MICROSOFT TEAMS - TEAMS MEETING

Some people in this chat are outside your org. It's L
possible they have message-related policies that ¢ test ses Superhub Limited @ — D X
will apply to the chat. Learn more

Meeting chat X @ % @ @ 83 @ a o N N & s

Chat Peopld Raise React View Notes Rooms Apps More Camera Mic Share

é)e Clarice Chan (SUPERHUE) added DemoPC
(SUPERHUE) to the chat.

j’ Clarice Chan (SUPERHUE]) named the

meeting test.

[ 5:32PM  Meeting

View recap
ended: 15m 52s

Attendance A

532 PM  Meeting started

Clarice Chan (SUPERHUE) added userl
(External) to the chat.

& U

allows you to communicate

with presenter or attendees without disturbing them

h’ype a message

v © + | B
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- Meeting Features- Share Screen

MICROSOFT TEAMS - TEAMS MEETING

-++  Superhub Limited @ = O X

N\ \J
o %
Camera Mic Share

During a meeting, you can
share the screen or

documents for different
collaboration.

— SUPERHUB

PowerPoint Live

See your notes, slides, and audience while you present.

@<] Outlook_Training_English_Oct2023

B<] WorkshopDeck_w1

Include sound @ A< Copilot

B+ DEC002 - Onbeoarding Deck(v4.0)

Share content

Presenter mode @] 240127 - Copilot Service Design Framework

B<] MicrosoftTeamsVoiceTrainingDec2023 (v4)

‘E‘ Ce & @ Add background &

@] Admin & User Training

@< SHAREPOINT - Landing page_ 01162023

Screen
TTiem| TR - see =i
T | e pe— - Show more
@ | Collaborate Live
- : [ h® - 1 Share a file that everyone can work on together.
¥ CEE ST T RN -.-....._-_-: S ————— e

B:| Engineering Team - 2023 Vacation Plan
Training- Copilot Introduction-20240207_15014...

0= 2023 VIP_v2

CopilotGuide_Feb2024(v1)

CO Team Weekly Worklog
Window (16)

=

BE®®

Activity_Master

My Notes

®

Corporate_GuideBook_Template_202308 1 - ...

Browse OneDrive

Browse mv commufer

=
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- Meeting Features- Share Screen

MICROSOFT TEAMS - TEAMS MEETING

ohaave © e = " ot . ‘ e
c He o D el e Oein hwiiens dreelis  davlun Mess Newe vhe ek Auube (B e | [@waert v s | (R
. | E e KA E-EEE ==\NCof | 3, [ & Preavziwins 1) PO =
eClaim ’n.[._:] LR !_41 et Bl 8 a0 Rae s A o) oAl L l-n'r; o R & Vaplaca zels ::n: Ci%.; Sttty aln—u-H« nf—-cdwc?o:l
<. - L. - . - BeNNL G < i by S2za- Sl I ¥
iagevore . Ao . o Fvaoncr [T e revhe. e ‘unn.n ra i -~ ‘
A . [__l S Formas Fackground v X
Modem:+ 3. 3 |l
i Az
W emhary -; o = COLLABORATING IN TEAMS -
® ey 52 Screen Sharing in Teams- Excel Live i
€Onboarding - = :::' :.w'""
13 17 tods sechsrzend craztes
@ [ E
Lrersparcray | L
Copilot
R
eRecruitment
Q gl . .
— Share Windows, see the user screen directly.

(R r—— PPy ) e
¢ Ry piin o
ST (D Trgendieng Gang R O Ameeebimy: ravcate =min Guonterey B X B 9 —p—— ™ 3

L o BsacazsfeodBESECO CE
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- Meetin

7]

@ Stay in the know. Turn on desktop notifications.

QO & 6 08 8 ~ W, @

ja

i@

— SUPER

O

<

02:08

Take control Chat People

Notes More Camera Mic Share

What is Microsoft 365?

Microsoft 365 is a cloud-
powered productivity

platforms

A subscription service provides
a list of application that covers
all the daily tasks needed from

home to work every single day

worksmarter

30of 78

> LVE . Sync to Presenter Eﬁ

B @

w§ N3
v Cgmy o

o IJ Microsoft 365 yz
E

o ¢

SUPER

Screen

SUPER

Training Guide for y

- Outlook & Exchange Online R
Micr;

- Onel

WORKSMARTER



- Meeting Features- Share Screen

MICROSOFT TEAMS - TEAMS MEETING

0 Language changes detected. Please restart Teams to see the change.

O 0048 N e & o © B B (I
Take control  Pop out Chat People Raise React View Notes Apps More

SUPERHUB

LUNCH & LEARN 2025

Attendees have the option to

navigate to different pages, which
does not align with the presenter.

. o 7 - ==: e = w p : : : N
SPEAKER: CLARICE E E E
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- Meeting Fe \are Screen

O 0320 x O »~ |86 P & 6 0 8 88 &3 B - NV&V
op sharin ayou rivate view a eople ise eact iew es oms s ore ic Share

Intro 11

SUPERHUB CAWDRKSMARTER

LUNCH & LEARN 2025

PART 1: DOCUMENT SHARING TIPS

Private View
SPEAKER: CLARICE

— SUPER 128 WORKSMARTER



- Meeting Features- Share Screen

MICROSOFT TEAMS - TEAMS MEETING

Share

L

Camera

L

Mic
Participants

Invite someone or dial a number
(& Share invite

* |n this meeting (2)

Clarice Chan (SUPERHUB)
Organizer

CO  Cloud Operation (SUPERHUB)

= People added to the chat (1)

D® DemoPC (SUPERHUB)

¥

presenter and attendees can

the Excel together without opening the document

& C %) https://teams.microsoft.com/v2/ 4 BoAY Yy ] = B o O 04:58 E3)] @ 8’ 2 @ @ e
° Stop sharing  Pop out Chat People Raise React More
* @, Press Ctrl+Alt+G to go right to a chat or channel = CCI.
@ Stay in the know. Turn on desktop notifications. Turn on x cO
° 0 0

Q O 0459 @ 2 El'% @ EB EJ ‘! v ‘@& hv n
Activity Chat People Raise React View Notes Apps More Camera Mic Share

B  globalsuperstore 20161 @ <g - P
Calendar "

@ (a(o] File  Home Insert Share +1 3
= B B F451 v | % £ SP-2085027 “
@ u global_superstore_20161 @ (b i 2 Search for tools, help, and more (Alt + Q) 4 c D E E a H 1

1| Order Datd - | Ship Datd | Ship Mode |~ | Customer D[~ ] Custorner Name || Sezment |~ | Pastsl Codd ~ | ity
LT ) : = 55]  6/1/2022 10/1/2022 Standard Class KM-1666027  Patrick O'Donnell Consumer Huadiar &
File Home Insert Share Page Layout Formulas Data Review \View (] &5 [ 511 8/1/2022 12/1/2022 Second Class NF-1853527  Nicole Field Kunmin
t 120  10/1/2022 11/1/2022 FirstClass  PO-1886527  Patrick O'Donnell Consumer Nannin
H341 v X 7 5 | Consumer v 121| 1012022 11/1/2023 FirstClass  PO-1886527  Patrick O'Donnell Consumer g Nanning
= 341 25/1/2022 27/1/2022 First Class LW-1721527 Luke Weiss Wi
c p c D E E H | - a78]  27/1/2022  1/2/2022 Standard Class KN-1645027  Kean Nguyen Corporate Jinan
- - . 385 27/1/2022  1/2{2022 Standard ick O'D Shenzhi
e 1] order Dat‘ Ship Da ship Mode | - | custemer 1D [ | customer Name egment |~ | Postal Code - Ci I 58] 3112022 §/2/2022 Standard fflass 572020027 sMlan Foster Consumer Chansa
b 1/6/2022 1/10/2022 Standard Class KM-1666027  Patrick O'Donnell Consumer Huadian 439 1/2/2022  5/2/2022 Second Cllss D¥-1315027  Dflid Kendrick Corporate Chongg
A o1 1/8/2022 1/12/2022 Crnnnd lacs  ME A0EASAT  Aliania Fiald tiamen Office Kunming 451|  1/2/2022  3/2{2022 Second Cilss [sP-2055027  |Sflphanie Phelps Corporate Yingche
— . — = . 458|  2/2f2022  5/2/2022 First Cla: ES-1408027  Edh Smith Corparate Yunyang
Modem+ 3. 120]  1/10/2022 1/11/2022 Calibri(.. v 11~ B 7 U - - T Nanning 438  2/2/2022  5/2/2022 First Class Corporate Yunyang
121 1/10/2022 1/11/2022 rirst viass PU-LSBD32/  Patrnick U fbonnen Nanning 460 2/2/2022  5/2/2022 FirstClass  ES-1408027  ErinSmith Corporate Yunyang
® 341| 1/25/2022 1/27/2022 First Class LW-1721527  Luke Wei Wuxi 481|  2/2/2022 522022 FirstClass  ES-1408027 Erin Smith Corporate Hunyang
—_ . 462 2/2/2022  5/2{2022 First Class ES-1408027  Erin Smith Corporate Yunyan
Onboarding 378 1/27/2022  2/1/2022 Standard Class KN-1645027  Kean N; = Jinan 3] 3/2/2022  8/2/2003 Standdard Giasa T 2116027 Theresa Swint Corparate i
385 1/27/2022  2/1/2022 Standard Class PO-1886527  Patrick O'Donnell Consumer Shenzhen 508|  7/2/2022 13/2/2022 Standard Class DB-1366027  Duane Benoit Consumer Zhenjial
@ 428 1/31/2022  2/6/2022 e Consumer Chongging 507|  7/2/2022 13/22022 Standard Class D8-1366027  Duazne Benoit Consumer Znenjial
Copilat ~ . 518 8/2/2022 13(2/2022 Standard Class BP-1109527  Bart Pistole Corporate Jiangms
_ 459 2/1/2022  2/5/2022 ndClass DI 1315027 Corporate Chongqlng 519  §/2/2022 13/2/2022 Standard Class BP-1109527  Bart Pistole Corparate Jiangme
R El 2/1/2022  2/3/2022 Corporate Yingcheng s6a|  10/2/2022 13/2/2022 Second Class ME-1301027  Michelle Ellison Corparate ‘Wuhan
458 2/2/2022  2/5/2022 Fir Corporate Yunyang £23| 14/2/2022 18/2/2022 Standard Class TG-2131027  Toby Gnade Consumer Anshan
Sheerimen: 459 2/2/2022  2/5/2022 First Class ES-1408027  Erin Smith Corporate Yunyang
@ 460 2/2/2022  2/5/2022 First Class ES-1408027 Erin Smith Corporate Yunyang
S 461 2/2/2022  2/5/2022 First Class ES-1408027 Erin Smith Corporate Yunyang
. .
462 2/2/2022  2/5/2022 FirstClass  ES-1408027  ErinSmith Corporate Yunyang W .t h E | L b t h
[ 485 2/3/2022  2/8/2022 Standard Class TS-2116027 Theresa Swint Corporate Zunyl I XC e I Ve, O
OneDrive 506 2/7/2022 2/13/2022 Standard Class DB-1366027  Duane Benoit Consumer Zhenjiang
507 2/7/2022 2/13/2022 Standard Class DB-1366027  Duane Benoit Consumer Zhenjiang
- 518 2/8/2022 2/13/2022 Standard Class BP-1109527 Bart Pistole Corporate Jiangmen
519 2/8/2022 2/13/2022 Standard Class BP-1109527 Bart Pistole Corporate Jiangmen
566  2/10/2022 2/13/2022 Second Class ME-1801027  Michelle Ellison Corporate Wuhan
.
= 623| 2/14/2022 2/18/2022 Standard Class TG-2131027  Toby Gnade Consumer Anshan R S e S e e Tidine
Apps 624| 2/14/2022 2/18/2022 Standard Class TG-2131027  Toby Gnade Consumer Anshan 1053 14/3/2022 18/3/2022 Standard Class DK-1309027  Dave Kipp Consumer Tieling
B L SO [ . . . - . P = e - e
] » 4 — 3
< > = mmpeople a4 < = Orders People +
Workbook Statistics ¥ Filters applied LVE) Resume following Clarice Chan (SUP... — v @B ® & — [1o0ksv + DD Workbook Statistics % Filters applifIACUICI A= RN (D) P 0% v 0D
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— SUPERHUB

MICROSOFT TEAMS - TEAMS MEETING

- Meeting Features- Share Screen

& D | B Home|Microsoft 365 Copilot
< G
& Q
@ S5tay in the know. Turn on desktop notifications.

Q S) &

Activity Chat Raise

X i (@ Calendar|test|MicrosoftT= x

B oA v M vE

\fl https://teams.microsoft.com/v2/ 9

Search (Ctrl+Alt+E)

o
o 2
People

B B8

View Notes

Apps

¥

Mic

L

Camera

0 o122

©

More

Calendar

global _superstore_20161.xlsx

co

Intranet

k

eleave

=Clzim

Modem+ 3.

@

Onboarding

@

Copilot

R

eRecruitment

%

Planner

You don't have access to this file.

Request access

= O

Turn on

v . n
Share

Close

% i test «++  Superhub Limited @ - o X
Sz & ©@ - (] &
L/ ) O o121 @ o2 ~ ~
Stop sharing  Pop out Chat  People  Raise React Mare Camera Mic Share
“o
i co
ﬂ global_superstore_20161 @ Q S £ Search for toals, help, and more (Alt + Q)
File Home Insert  Share  Page Layout Formulas Data Review  View [om} e
C1l ~ % fi  OrderDate wv
A c | o E E <] H 1 J L
1 [order Datd - |ship Datd - | ship Mode| - | Customer 1D | Customer Mame || segment || Postal Codd | city |~ ] state || Country [+7] Reg
55| 6/1/2022 10/1/2022 Standard Class KM-1666027  Patrick 0'Donnell Consumer Huadian Jilin China B
51 8/1/2022 12/1/2022 Second Class NF-1859527  Nicole Field Home Office. Kunming Yunnan China e
120 10f1/2022 11/1/2022 FirstClass  PO-1886527  Patrick O'Donnell Consumer Nanning Guangxi China [
121 10/1/2022 11/1/2022 FirstClass  PO-1886527  Patrick 0'Donnell Consumer Nanning Guangxi China [
[ 321]  25/1/2022 27/1/2022 First Class LW-1721527  Luke Weiss Consumer Wusi Hunan China Ee
378  27/1/2022  1/2/2022 Standard Class KN-1645027  Kean Nguyen Corporate Jinan Shandang China &
| 385 27/1/2022  1/2/2022 Standard Class PO-1886527  Patrick O'Donnell Consumer Shenzhen Guangdong China B
| 438 31/1/2022  6/2/2022 Standard Class SF-2020027  Sarah Foster Consumer Chongging Chongging China B
433 1f2/2022  52/2023 Second Class DK-1315027  David Kendrick Corporate Changzqing Chongging China &
451 1f2/2023  3(2/2023 Second Class SP-2065027  Stephanie Phelps Corporate ¥ingchang Hubei China &
458 3{3/2022  5(2f2022 FirstClass  ES-1408037  Erin Smith Corporate Yunyang Henan China &
3/2/2022  5/2/2023 FirstClass  ES-1408027  Erin Smith Corporate Yunyang Henan China &
2/2/2022  5/2/2022 FirstClass  ES-1408027  Erin Smith Corporate Yunyang Henzn China &
2/2/2022  5/2/2022 FirstClass  ES-1408027  Erin Smith Corporate Yunyang Henzn China &
2/2/2022  5/2/2022 FirstClass  ES-1408027  Erin Smith Corporate Yunyang Henzn China &
3/2/2022  8/2/2022 Standard Class TS-2116027  Therssa Swint Corporate Zunyi Guizhou China &
7/2/2022  13/2/2022 Standard Class DE8-1366027  Duane Benoit Consumer Zhenjiang Jizngsu China E
7/2/2022  13/2/2022 Standard Class D8-1366027  Duane Benoit Consumer Zhenjiang Jizngsu China E
2/2/2022 13/2/2022 Standard Class BP-1109527  Bart Pistole Corporate Jiangmen Guangdong China E
2/2/2022 13/2/2022 Standard Class BP-1109527  Bart Pistole Corporate Jiangmen Guangdong China E
10/2/2022 13/2/2022 Second Class  ME-1801027  Michelle Ellison Corporate Wuhan Hubei China e

. Attendees will need to have the permission
to access document in order to see it.

130

s DK-1305027
s DK-1305027

Dave Kipp
Dave Kipp

Consumer Tieling

Tieling

Liaoning.

Consumer Lizoning

= Orders People +

Workbook Statistics %7 Filters applied

You're presenting
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- Meeting Features- Recording/ Transcript

MICROSOFT TEAMS - TEAMS MEETING

B @ 8

t View Motes Rooms

+  Supernub Limited

m N W
Apps Carnera Mic

(@ Start recording

(® Record and transcribe >

(£ Start transcription

~

(i) Meeting info
&% Video effects and settings
s Audio settings

At Language and speech >

@ Settings >

@, Callme

(7) Help

: Ensure to “

2 ONON=EFSHO)

&)

Recording and transcription can be found in the

meeting chat, or in the host OneDrive

Yesterday 10:19 am Recording has stopped.

Yesterday 10:19 am Recording has been saved to Clarice Chan (SUPERHUB)'s OneDrive

Yesterday 10:20 am  Meeting started

Yesterday 10:20 am  Clarice Chan (SUPERHUB) started recording to the cloud

Yesterday 11:42 am  Clarice Chan (SUPERHUB) stopped recording.

Yesterday 11:43 am  Meeting ended: 1Th 22m 49s

Training Recording " ”
Wednesday, 28 May 2025 10:00 am - 12:00 pm © 1ew recap

& speaker

EEN Transcript

Yesterday 11:45 am Recording has been saved to Clarice Chan (SUPERHUB)'s OneDrive

131

" before leaving the meeting
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- Meeting Features- Video Effects

MICROSOFT TEAMS - TEAMS MEETING

test

& &G © B 6 o

Chat People Raise React View Notes Rooms Apps More

Video effects and settings X

Video effects  Avatars Settings

N |
Record and transcribe > | S T

Meeting info

Video effects and settings 1. Select and select

Audio settings

Language and speech p

Q¢ & RrPLIEP®

Settings 7
~ Filt
%) 4
None
I:a” mEe I Styles Snapchat  Maybelline
Help — o b
@ Others won't see your video while you preview.
Preview
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- Meeting Features- Transfer Between Device

MICROSOFT TEAMS - TEAMS MEETING

@ Chat =
gm B How would you like to join on this device? There are 2-Opti0nS available.
@ @ a :
Herman Cloud Opera.. CustSuccis.. Manag

~ Pinned channels See all

Add your mobile as a second device, while
you remain in the meeting on your
computer

®. Sz | Pinachannel here for quick access

Add this
Device

~ Chats

@ Herman Wong (SUPERHUB) 1139

o

@ Seraph Chan (SUPERHUB) ni1e
©

@ Karson Kong (SUPERHUB) 10:32
°

Superhub SharePoint Training... 10:31
(1]

ooes's

Activity Toams Calendar Calls More

Transfer to
this
Device

Transfer the meeting to your mobile device
with no delays
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- Meeting Features- Transfer Between Device

MICROSOFT TEAMS - TEAMS MEETING

(77 < > Q. Search (Ctri+E) &5 Superhub Limited @ - o X
59 You're in a call with DemoPC (SUPERHUE) an another device. Want to join on this one? Jain call >

Q . _

o Calls Persona View contacts

ot T » History All Missed Incomin g Voicemail = Speed dial S

55 i Microsoft Teams

Teams 1 2 3 ﬁ

ABC DEF
=

If your meeting started on your
mobile, you could also transfer

it back to your computer.

You're already in this call on another
device.

The same options are available.

l ° Transfer to this device
Use this device for the call instead

— SUPERHUB 134 (AWORKSMARTER —
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- Meeting Features- Transfer Between Device

MICROSOFT TEAMS - TEAMS MEETING

1

i@ g io® 8

— SUPERHUB

Type a name or nu

u're in a call with DemoPC (SUPERHUB) on another

Calls Personal

mber

2
ABC

device. Want to join on this one?

» History

<

>

. search (Ctri+E)

All Miszed Incoming Voicemail = Speed dial S

i Microsoft Teams

You're already in this call on another
device.

l ° Transfer to this device
Use this device for the call instead

If your meeting started on your
mobile, you could also transfer

it back to your computer.

The same options are available.
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- Teams Settings

MICROSOFT TEAMS - TEAMS MEETING

;9 Superhub Li.

?.@3 Settings

Cast

— SUPERHUB

Settings General
* General
X mﬁ System
Z. Appearance
@ Chats and channels Auto-start Teams
@ H e' p > [ Notifications and activity o
[] Open application in background
E3)  Accounts and orgs
% Feed ba C k > ) Privacy On close, keep the application running
¥ Accessibility . . . . .
Register the new Teams as the chat app for Microsoft 365 (requires restarting Microsoft 365
2 Devices applications)
— 0 _|_
(115)% €3 & calls
D Files and links @ Opening content in Teams windows
@ App permissions Open incoming notifications and links in the main window or a new window. This will only apply to this account.
N ew Ca |e n d ar Q &) Recognition
L]
@ About Teams
Keyboard shortcuts
[) Download the mobile app @
137 (AWORKSMARTER —



- Teams Settings

MICROSOFT TEAMS - TEAMS MEETING

Notifications and activity

General
Kl Mute all notifications (except for calls and meetings) Off @
Always allow urgent and priority contact notifications
) Sound

Play sounds with notifications

Play sounds with urgent and priority contact notifications Default v >

Play sounds with incoming calls, requests to join, and meeting start notifications

Play sounds when I'm busy or in a meeting

— SUPERHUB 138 (AWORKSMARTER —




- Teams Settings

MICROSOFT TEAMS - TEAMS MEETING

Set to show “Activity and Banner” to ensure you get notify for all shown channels.

{3  Posts in all shown channels Show in Activity and banner v

(] Include replies
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- Teams Settings

MICROSOFT TEAMS - TEAMS MEETING

General

Appearance

Chats and channels
Notifications and activity
Accounts and orgs
Privacy

Accessibility

Devices

e D=0 ODLDY &

Calls

— SUPERHUB

Privacy

Manage my work location
Automatically setting your work location has been turned off by your IT department. Learn more
Your work location will be shared with Places and Outlook. Manage more preferences in Outlook. Open Outlook work hours and location settings

Do not disturb
You can still receive notifications from people who have priority access when your status is set to Do not disturb.

Set my status to do not disturb when I'm sharing my screen
Turning this setting off will change your status to busy and let you receive calls, as well as urgent and priority contact notifications.

Manage priority access

Blocked contacts

Under “Do not Disturb” (Privacy Settings) you can set the

priority list that can bypass the DND status

Edit hlarkad ~Aantarte
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== CONCLUSION AND Q&A

Key Takeaways

Have a better

understanding about the
Microsoft Application

Understand when to use
what

142

Able to utilize these skills
to #worksmarter and

productively
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T HAN K YO U SUPERHUB Service Feedback Form

THANK YOU FOR YOUR TIME TO ATTEND THE
TRAINING TODAY.

IT WOULD BE MUCH APPRECIATED IF YOU
WOULD TAKE ~3 MINUTES TO ANSWER A FEW
QUESTIONS TO HELP US IMPROVE OUR SERVICES
IN THE FUTURE.

PLEASE SCAN THE QR CODE TO REDIRECT TO
THE MICROSOFT FORMS PAGE.

IF YOU HAVE ANY QUESTIONS, PLEASE FEEL FREE
TO CONTACT US AT:
CUSTOMERSUCCESS@SUPERHUB.COM.HK




SUPERHUB G WORKSMARTER

THANK YOU

O +852 23531445 @ customersuccess@superhub.com.hk @ superhub.com.hk

Follow Us @

® 0 O

SUPERHUB LIMITED


mailto:info@superhub.com.hk
https://www.superhub.com.hk/contact-us/
https://www.linkedin.com/company/superhub-limited/
https://www.facebook.com/SuperhubHK
https://www.youtube.com/channel/UCYKcr9z2V6LcOiZMjvWLbSQ
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